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1. INTRODUCTION 


The main purpose of government communications is to impart information to the citizen. It ascribes to 
the tenants that government has to be open and accessible, and that government writing must be in service 
to the people. The government must consider its information a public right and its handling a public trust. 
Information and public records must be made available and properly disseminated— instead of languishing in 
government archives or published discreetly in an obscure website. 

Government writing must reflect this philosophy, enforced by a voice that is clear, direct, and focused. The 
outward objective of informing the people is paired with the inward goal of fostering unity and a culture of 
coordination within all government offices and entities. This unity does not mean that the different branches 
and officers that represent the government must sound the same. Rather, they all must be driven by the same 
principles of effective communication, of which good writing is an integral component. Each department may 
take to its own style of prose, depending on their function and mandate (from lengthy briefers on the origin of 
a particular law, to short, succinct public advisories) but it is the effective use of language that fosters unity 
within government. And it is this unity that ultimately allows government writing to be both consistent and 
credible. 

This style guide was written to be different from other guides in that the main goal here is to develop a sense 
for good writing, rather than to enforce particular points on usage (although we do have a section for that in 
this book). Government writing is littered with awkward phrases that are, at times, not easy to spot. We have 
become accustomed to them, and so we don’t question the merit of the statement based on what makes the best 
sense or how a member of the public would read it. Consider this sentence: 

As part of its thrust to educate schoolchildren on disaster preparedness, the Department of 
Education (DepEd) and Japan International Cooperation Agency (JICA) will introduce today 
a children’s storybook entitled “What Happens in Disasters” at Pasig Elementary School. 

Although we get a general idea of what the passage is trying to say, we get lost in the sheer amount of 
information dumped in the one sentence. Let us break it down: first we have the mission/vision of the 
department, we are also informed of a partnership between agencies (DepEd and JICA), the specifics of the 
project, and finally we see that the sentence also tells us where the book was launched. Though we cannot say 
the sentence is unorganized (because indeed, the sentence is grammatical), the way it comes together is clunky 
and unintuitive— as if the writer thought the more you could stuff into one sentence the better. But anyone (both 
inside and outside government work) can tell you, that is not how people speak. 

The distinction must be made between information and the act of informing. Information is numbers on the 
page; while the act of informing is what makes these figures understood by others. Returning to the sentence 
above, it would be better phrased this way: 

The Department of Education has released a children’s storybook on disaster preparedness. 
The book, entitled “What Happens in Disasters,” was a joint project with the Japan 
International Cooperation Agency (JICA). 

The subtle difference in the two versions is in essence what this style guide is about: the responsibility of 
government to properly frame its actions through the use of plain language. 
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2. PLAIN LANGUAGE 


Perhaps the most important aspect of government writing is the need for plain language. Much like government 
itself, the use of language must be geared toward providing information in a way that can be easily understood. 
In the same way that government extends basic services to the people, language used by government must be 
accessible. Simply put: Government writing should be easy to read and easy to understand. 

Plain language is not a “dumbing down” of language. Rather, it operates on this principle, popularly attributed 
to Albert Einstein: “If you can’t explain it simply, you don’t understand it well enough.” It is smart writing 
if it ensures that the written material will be understood by as many people as possible, regardless of their 
background. 

The same applies to the different documents you may write, be it a press release or memorandum. 

All recommendations for writing for government fall under this general rule. What follows are some basic 
guidelines on the use of plain language. We will go over specific issues that can prevent ideas from being 
understood, such as vocabulary and word choice; and some habits to avoid, such as the excessive use of 
acronyms and bureaucratese. 

Use simple vocabulary 

Word choice is essential to plain language. Remember: Words do not simply mean, they also imply a world 
view. This double function can be observed when you isolate and single out the differences of words that would 
otherwise mean the same thing. For example, when you use the word “inhabit,” we get the image of a population 
of an animal species (birds, mammals, etc.). Such as in the statement: The monkey-eating eagle inhabits the 
northern jungles of the Philippines. Compare this to the word “live,” as in, The President of the Philippines lives 
in Bahay Pangarap. : To interchange the usage of the two words— though grammatical— would be wrong due to 
the (inappropriate) implications carried overby using the other word. If anything, the sentence The President 
inhabits Bahay Pangarap sounds off. 

Given then the choice between two words, pick the familiar word over the more obscure. Keep foreign words and 
phrases out of your writing unless they are unavoidable. An abundance of this kind of language can alienate your 
reader. 

Usually, the simpler the word, the clearer the idea. Just because a word is longer, or more complex, does not 
mean it is more meaningful. For example, use the word “store” or “office” over “establishment,” “place” over 
“location,” “buy” over “purchase.” Instead of “utilize,” choose “use.” “Instrumentalities” can be replaced by 
“ways” or “means.” “Actuations” are “acts” or “deeds.” “Cognizant” is “aware.” 

Use simple words or terms throughout a document unless the use of complex words or terms is unavoidable. 
Although synonyms and paraphrasing can make your writing more interesting, your foremost goal should be to 
communicate. 

Consider the reader’s point of view 

Always consider who your reader is and what they need from the piece you are writing. Ask yourself: How will 
the document be used? How much information will be needed? Will the reader prefer a quick summary or a 
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lengthy explication, broad statements or a wealth of detail? By imagining your reader, you would be able to 
tailor your document to their needs. 

Directly address the reader 

It is not enough to know your reader, you must also write in a way that places the reader as the main audience. 
You can do this by speaking directly to them. Information does not have to be mediated by an objective 
perspective. For example, rather than saying, “The required documents should be submitted to the Department 
of Foreign Affairs,” why not say, “Submit your documents to the Department of Foreign Affairs.” Addressing 
the reader this way not only removes the awkward, often stiff, tone, but bridges this distance between the 
reader and information. Directly addressing the reader, especially in releases that tackle procedure, is a sign of 
accessibility and is more economical for the writer. Remember to write from the first person point of view if you 
want to directly address the reader. 

Prefer the active voice to the passive 

Inmost cases, you should write sentences in the active voice rather than passive. This means casting a sentence 
with the focus on the doer of the action, notits receiver. For example, in the sentence: “The agency organized 
a project to raise funds for victims of the calamity,” the subject (agency) is the doer of the action (organized). 
Compare that to its passive version: “A project to raise funds for victims of the calamity was organized by the 
agency.” 

Aside from its clumsy structure, the latter sentence lacks a sense of directness and urgency. The active voice is 
straight-to-the-point, which makes for a more vigorous sentence. 

There are, of course, exceptions to this rule. You may use the passive voice when the focus of the sentence is 
something other than the doer of the action, when you want to highlight the object of the sentence, rather than 
its subject. Consider this sentence: The executive order was signed at midnight. In this example, when the order 
was signed is more important than who signed it (which is not even stated). 

Be organized 

Each part of your text should proceed clearly and logically from what comes before it. The succession of 
sentences must follow a certain order. This order is dictated by the purpose of the text. For example, if you are 
tasked to write the history of a certain republic act — from when it was first signed into law up to its most recent 
amendments — it would be best to arrange the information chronologically. By arranging the text in that order, 
the development of that certain law is emphasized. On the other hand, if you were to write about the law itself, 
knowing the Constitution would help you organize the text to reflect the issues the law addresses. Here, the text 
is arranged to inform laypersons— not only lawyers or lawmakers— how the law serves to protect their rights. 

The order, as we can see, is totally dependent on the purpose of your writing. While there is no one order to rule 
them all, you can discern how to arrange sentences in a paragraph, and paragraphs in a text, by asking yourself 
a series of questions: Does each sentence make a clear point? Is each paragraph centered on a single idea? Are 
the ideas clear and consistent all throughout the text? These questions mentioned will help you organize your 
writing based on the content or purpose of your piece. 

Know the importance of brevity 

Shorter sentences often convey simple points. This makes them effective when trying to explain trickier points 
to your reader. Omit unnecessary words and flourishes, as well as information that will only distract your 
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reader. Complex sentences can be cutup so the message is easier to convey. Take note that the more clauses 
there are to a sentence, the greater the task. 

This does not necessarily mean that you should do away with dense and wordy sentences. There are times when 
expressing a thought in a brief manner will undercut your message. Consider the sentence: “Proclamation No. 

3, s. 1986, known as the 1986 Freedom Constitution, adopted a provisional Constitution and paved the way for 
the creation of a Constitutional Commission tasked with drafting a new charter.” Though there are three ideas 
being toted by the statement, there is no need to split the sentence into three parts. To say: “The 1986 Freedom 
Constitution adopted a provisional Constitution,” “It paved the way for the creation of a Constitutional 
Commission,” and “This Commission was tasked with drafting anew charter,” removes the causal relation 
between the three statements. 

While longer sentences have their merit, resist the temptation to add text for the sake of looking knowledgable 
or important. If background information is too important to leave out, consider adding it in an appendix. 

Be direct 

Get to the point quickly. Do not waste your reader’s time with long-winded explanations or overly respectful 
opening remarks. Your points should be clear all throughout the document. You should be straightforward; this 
will help you avoid unnecessary words and redundancies. For example: “the main bulk” is merely “the bulk,” 
“most number” is simply “most,” “at this point in time” is just “at this point,” “at this time,” or “now.” You do not 
“plan for the future,” you merely “plan.” An introduction does not “serve to introduce the subject,” it “introduces 
the subject.” “Advance notice” is just “notice.” One’s “ambition in life” is “one’s ambition.” A gift is free by 
definition, so no need to say “free gift.” And you “repeat,” not “repeat again.” 

Use the present tense as default 

The simplest and most direct form of a verb is in the present tense. It minimizes confusion for both you and your 
reader, and conveys messages, especially directions, in a more immediate manner. 

Avoid the use of government jargon or unnecessary ‘bureaucratese’ 

Overly technical language will not be understood by majority of your audience, and will only confuse and 
distance the reader. Avoid words that are familiar only to a specific field or to the members of the agency you 
represent. Your document should be accessible even to someone who is not familiar with the subject. 

Only in technical contexts should you resort to words and terms only specialists or the members of your 
department or agency can understand. In these cases, provide definitions for these terms, and lay down context. 
There are instances wherein technical, scientific, and legal terms are unavoidable; it is up to the writer to define 
those terms for the audience. Determine which term cannot be replaced, and ensure that its context is clear and 
easy to understand. 

The same goes for phrases that are written needlessly long in order to sound more official. These are best 
replaced by shorter, simpler phrases. For example, instead of “affixing your signature to a document,” just “sign 
it.” Something in your “immediate vicinity” is merely “near” you. “The fact that” is just “that.” “On account 
of the fact” that is merely “because.” No need to “make an examination of” when you can simply “examine.” 
Something happening “at this point in time” is better put as happening “now.” 
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Consider the sentence: “Please notify the undersigned when the committee’s work has reached its conclusion.” 
Would it not be simpler to say: “Please notify me when the committee’s work has reached its conclusion.” Or 
even better: “Please let me know when the committee has finished.” 

Avoid the weak, wordy opening sentences typically found in bureaucratic writing: an attachment “enclosed 
herewith” is merely “enclosed.” And the sentence, “This is to inform you that the committee has finished a draft 
of the new hiring guidelines,” should be: “The committee has finished a draft of the new hiring guidelines.” 
Instead of starting a memo with “This is to submit a proposed revision of the employee handbook,” write “Here 
is a proposed revision of the employee handbook.” 

Simplifying your language takes some effort when a certain way of writing has become entrenched in an organization’s 
culture. In the beginning, it may even come across as a resistance to peer pressure. Like physical exercise, it takes 
practice to maintain, but the benefits will soon enough make themselves easily apparent, to great effect. 

Make quantitative information accessible 

When presenting information involving numbers, be precise. But the need for precision should be balanced by 
the need to be quickly understood. 

So in opening ledes or in headlines, there is no need to say that an agency’s revenue “increased by 6.743%” when 
you can say “revenue increased nearly 7 %, or round down to 6.7%.” 

Provide exact figures in succeeding paragraphs, in tables, and in charts to supplement the text. 

English conventions 

Use American English— as opposed to British English. Refer to the Merriam- Webster Dictionary for spelling 
rules not covered in this style guide. 

Final note on writing for government 

Government writing— like other kinds of technical writing— can often be bloated and difficult to read. This 
difficulty could be traced to the writer’s misunderstanding of the subject; but in most cases, the fault is in the 
writer’s own assumptions and habits toward writing and— for the most part— government itself. Perhaps this 
impression comes from its mandate toward fairness and justice: a neutral third party that passes judgement on 
the actions of its citizens. But this reasoning falls short when we imagine situations when government’s non- 
biased position is not entirely alienating: when judges are kind to defendants, when police officers bid you good 
day, and when clerks work with enthusiasm through normal lunch hours to file your license application. These 
examples don’t make government less fair (far from it), but they make it less daunting for people to interact 
with the various processes that make it possible for this fairness to exist. In this way, government writing can 
do more than just inform. It can help us draw a better impression of not only the subject of its writing but of 
government as a whole. 


3. USAGE 

The following points involve certain grammatical rules that a writer or editor in a public information office must 
keep to mind. If the previous section was designed to help you lubricate your work’s ideas and thought processes, the 
following will help keep your use of language more consistent. 
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On foreign words and phrases 

Limit their use. While it may be attractive to use foreign words or expressions— as they can add flourish to a 
piece— an abundance can alienate readers. When you can, use a more easily understood equivalent in English. For 
example: Instead of “per annum,” you can say “a year.” “Per capita” can be changed to “per person” or even “each.” 

Consider the sentence: 

The wage hikes should, ceteris paribus, result in higher inflation for the year. 

Rather than try to explain ceteris paribus, it would be simpler, and far more instructive to say: 

The wage hikes should, with other variables being constant, result in higher inflation for the year. 

If you have to use foreign words and phrases, set them in italics ( mutatis mutandis, creme de la creme, Weltanschauung ) 
unless they are words adopted into English that have already become standard (chateau, boondocks). 

Words borrowed from other languages are no longer governed by the rules of their source language. It is 
acceptable, for instance, to say the “hoi polloi” even though “hoi” already means “the” in the original Greek. 

Filipino and English are both official languages of the Philippines, and neither should be treated as foreign. 
Foreign words and phrases, in the context of Philippine publications, refer to languages that exclude the two. 

In the case of bilingual material, such as speech and interview transcriptions in which the speaker frequently switches 
from Filipino to English and vice versa, there should be no need to italicize words from one language or the other. 

If a phrase from another language or even from a local dialect is inserted into otherwise bilingual text, set it in italics. 

Italics 

Italics can be used to stress words or phrases, but do so sparingly. For example: “The customer specifically asked 
for red paint, not pink paint.” Italics can also be used to highlight a negative position in an argument, such as in the 
sentence: 

We strongly recommend that the contract with the supplier not be renewed. 

Italicize the titles of books ( Noli Me Tangere, by Jose Rizal), journals ( Philippine Studies), newspapers (the 
Philippine Daily Inquirer), magazines (The Economist), and other periodicals. An article (a, an, or the) that appears 
as the first word of a title is italicized only if it is part of the official name (The New York Times). 

Use italics (not quotation marks) to highlight foreign words and phrases that are not commonly used. Consider 
these two statements: 

The court began an investigation motu proprio. 

Protecting indigenous communities is our raison d’etre. 

If a word of non-English origin is included in a standard, up-to-date dictionary (such as Merriam-Webster’s), do 
not italicize it. These words (e.g., conquistador, tequila, banzai, caveat emptor, rendezvous, and chateau) have 
likely entered the English language and should no longer be counted as foreign. 
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Italicize the proper names of ships (such as the BRP Ang Pang ulo or the M/V Cebu Princess), spacecraft (the 
shuttle Columbia), and other well-known vehicles. But do not italicize the names of planes (such as Air Force One) 
or of aircraft models (such as the Boeing 747). 

Genus and species names of plants and animals should be italicized ( Homo sapiens, Oryza sativa). 

Contractions 

Contractions are words from which one or more letters have been omitted. The missing letters are indicated by 
apostrophes. So “cannot” becomes “can’t,” “does not” becomes “doesn’t,” and “government” turns into “gov’t.” 

Contractions are often a sign of informal language. Compare: “We cannot know for sure what the court will 
decide,” to “We can’t know for sure what the court will decide.” 

They are encouraged for use, to taste, in online social media and when brevity is paramount (such as in titles), but 
best avoided in official correspondence and publication. 

Abbreviations 

Write abbreviations in all caps, including both acronyms (which can be pronounced as words, such as ASEAN, 
EDSA, MERALCO, and COMELEC) and initialisms (which cannot, such as CCP, DENR, andLGBT), except if the 
abbreviation is commonly spelled otherwise (such as laser and scuba). 

Spell out terms upon first mention and follow with the abbreviation in parentheses. For example: 

“The Association of Southeast Asian Nations (ASEAN) was formed in 1967.” 

Abbreviate long terms that would make repetition unwieldy, such as Legislative-Executive Development Advisory 
Council (LEDAC) and government-owned and -controlled corporations (GOCC). 

Do not repeat the abbreviation so often as to scatter blocks of capital letters across the page. Try other ways of 
referring to the entity being abbreviated. The Bureau of Customs, for instance, can be referred to as the BOC, the 
bureau, or the agency. GOCCs are also state-run firms. 

Commonly used abbreviations (such as HTML, DNA, IQ, CPR, LGBT) need not be spelled out. Spelling out a well- 
known abbreviation such as DNA (deoxyribonucleic acid) may even cause more confusion. 

When unsure whether a common but cumbersome abbreviation meaning is well known, try to provide context in 
the text. For example: “A representative from UNICEF, the United Nations program that provides aid to children 
and mothers in developing countries, was the guest speaker.” 

If a term will not be referred to again, there is no need to abbreviate it at first mention. Rare exceptions are 
organizations more known by their abbreviated name (such as UNESCO andPAGASA). These maybe spelled out 
and abbreviated even when used only once in the text. 

For long documents with multiple chapters: repeat the process of spelling out and defining terms at the 
beginning of each chapter or major section. This helps reorient the reader and saves him or her from having to 
return to earlier sections. 
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Tables and figures should be treated as separate from the main text. Abbreviations that are not self-explanatory or 
that are uncommon should be spelled out or defined inside a table or figure, in the captions, or in footnotes. 

For abbreviation-heavy reports, and for long documents in general, include a glossary of terms. Arrange the 
entries alphabetically in two columns, with abbreviations on the left, what they stand for on the right. A glossary 
is best placed at the beginning of a document for two reasons: it alerts the reader to the glossary’s existence, and it 
gives the reader a good idea what to expect in the document. 

Ifyou must coin an abbreviation, keep it simple, short, and easy to follow. Ideally, the naming of aproject or organization 
should be kept autonomous from deciding on its abbreviation, to avoid tailor fitting a name to a catchy abbreviation. A 
striking acronym such as PAGAS A (Philippine Atmospheric, Geophysical and Astronomical Services Administration) 
is rare; best not to hope to be so lucky. 

Capitalization 

Generally, the first letter of the first word of any sentence is capitalized. Such as in the sentence: “It is raining.” 

The same goes for the personal pronoun “I” and the first letter of the first word of a direct quotation— if what is 
being said is a complete statement. For example: “She said, ‘Why are you outside?’” 

Proper nouns are capitalized. 

Avoid using all caps. This is only acceptable in formatted headers or titles, and in formal documents of legal 
nature. Text set in all caps indicates SHOUTING. 

In the case of specific words, when in doubt, use lowercase. The lowercase is the default and must be overridden by 
a rule or convention. Capitalization for emphasis must be cast aside. 

Personal names. 

Family names that begin with a lowercase letter or word (such as delaCruz) if used by themselves, without first 
names orhonorifics, must then be capitalized. For example: Juan dela Cruz is considered Mr. dela Cruz, but also 
Dela Cruz. You write: “F oreign Affairs Secretary Albert del Rosario spoke to reporters after the conference. “The 
country’s international profile,” Del Rosario said, “has never been higher.” 

Names of places. 

Manila, SM Megamall, Lake Pandin, Luzon, the Philippines, Metro Manila, Metropolitan Manila, 
(but the metropolis) 

Business firms. 

San Miguel Corporation, Coca Cola Bottlers Philippines, Hyundai Asia Resources 

Commercial products. 

San Miguel Beer, Coke Zero, Hyundai Starex 
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Institutions. 


University of the Philippines, National Archives of the Philippines, San Andres National High 
School 

Government bodies and agencies. 

Office of the President, Senate, House of Representatives, Congress, Supreme Court, Court 
of Appeals, Sandiganbayan, Judicial Bar and Council, Department of the Interior and Local 
Government, Civil Service Commission, The Department of Agriculture (but the agriculture 
department), Bangko Sentral ng Pilipinas (but the central bank) 

Public organizations. 

Philippine Medical Association, Integrated Bar of the Philippines, Philippine Institute of 
Certified Public Accountants 

Private organizations. 

Rotary Club of Manila, Habitat for Humanity, Camera Club of the Philippines 
Proper nouns used as adjectives. 

German beer, Hungarian sausage, Filipino flag (but the Philippine flag), Dutch treat, 

Vigan longganisa, French fries 

City. Capitalize City when it is attached to a city’s name, whether it is part of its name (Quezon City, San Pablo 
City) 

or not (The City of Manila). 

Nationalities and races. Names of nationalities are capitalized (Filipino, Thai, American, Polish). 

Names of racial groups should be in lowercase (white, black). 

Languages and school subjects followed by a number or code should be capitalized (Economics 101). 

General school subjects are not capitalized (economics), unless the subject is a language itself (Filipino). 

Religious names and terms. Religions (Christianity, Buddhism, Islam, Judaism, Hinduism, Taoism, Shintoism), 
religious denominations and movements (Methodism, Iglesia Filipina Independiente [Aglipayan] , Iglesia ni 
Cristo, Jehovah’s Witnesses, Mormonism, Zen Buddhism), and religious groups (Victory Christian Fellowship, El 
Shaddai) are capitalized. 

Names of deities and revered persons are capitalized: 

the Almighty, Allah, Buddha, Jehovah, Shiva, the Holy Ghost. 
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Names of sacred or highly revered works and their individual parts are capitalized: 


the Bible, the Koran (Quran), the Talmud, Genesis, New Testament, the Vedas, the Decalogue 
(Ten Commandments), the Diamond Sutra. 

Religious holidays and terms relating to sacraments or celebrations are capitalized: 

Ramadhan, Christmas, Yom Kippur, Lent, Holy Mass 

However, names of other rites and services are in lowercase: 

mass, baptism (but the Sacrament of Baptism), bar mitzvah, worship service 

Holidays, historic events and periods, and special events. Names of holidays, publicly recognized special days, 
special events, and historic events and periods are capitalized: 

Labor Day, Independence Day, Eidul Fitr, Mother’s Day, Manila International Book Fair, 

World War II, Ming Dynasty, the Meiji Restoration, the Fourth of July. 

Historical monuments, buildings, and places. The names of all historical monuments, buildings, and places 
are capitalized: 

Malacanan Palace, Libingan ng mga Bayani, Luneta Park, Rizal Monument 

Calendar days and months. Names of all days of the week and months of the year are capitalized: 

Monday, Friday, April, December. Seasons are in lowercase: spring, summer, autumn (fall), winter 

Publication titles. In titles of publications (e.g., books, book chapters, periodicals, magazines, musical 
compositions, films), capitalize the first word of all words except articles and prepositions with four or fewer 
letters. 

“The Philippine Komiks: Text as Containment” by Soledad S. Reyes in the Asian 
Journal of Social Science 

“Be My Lady” by Martin Nievera 

the fifth season of The Walking Dead 

Pacific Rims: Beermen Ballin’ in Flip-Flops and the Philippines’ Unlikely Love Affair with 
Basketball by Rafe Bartholomew 

The Philippine Daily Inquirer 
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Personal titles. Capitalize when titles (civil, religious, professional, or noble) appear before a name. 

Generally, a title standing alone is lowercased. If the title is one of distinction or high rank, however, capitalize it 
when it follows the name of a person, or if it is used alone to reference a person to whom the title belongs or belonged. 
This rule is reserved for The president and vice president, and the leaders of the Legislature and Judiciary. 

Do not capitalize a title when it refers to the office or title rather than to a specific individual. If a title is too long and 
unwieldy to be used before a name, use it only after. It is sufficient to use a person’s full name and title only once. 

President Benigno S. Aquino III / President Aquino / Benigno S. Aquino III, President of the 
Philippines/ the President/ the Chief Executive/ the Commander-in-Chief/ His Excellency/ 
the President-elect/ ex-President Fidel V. Ramos/ Fidel V. Ramos, ex-President 

Vice President Jejomar C. Binay / Vice President Binay / Jejomar C. Binay, Vice President of 
the Philippines / the Vice President 

Supreme Court Chief Justice Maria Lourdes P. A. Sereno / Chief Justice Sereno / Maria 
Lourdes P. A. Sereno, Chief Justice of the Supreme Court / the Chief Justice 

General Gregorio Pio Catapang / General Catapang / the chief of staff of the Armed Forces 
of the Philippines (but not Chief-of-Staff Iriberri) / Hukbong Sandatahan ng Pilipinas / rear 
admiral, Philippine Navy / Hukbong Dagat ng Pilipinas / vice commander / chief of air staff, 
Philippine Air Force/ Hukbong Himpapawid ng Pilipinas 

Senate President Franklin M. Drilon / Senate President Drilon / Franklin M. Drilon, Senate 
president / the Senate President 

House Speaker Feliciano Belmonte Jr. / Speaker Belmonte / Feliciano Belmonte Jr., Speaker 
of the House / the House Speaker 

Foreign Affairs Secretary Albert del Rosario / Secretary del Rosario / Albert del Rosario, 
Secretary of Foreign Affairs / the foreign affairs secretary / the acting secretary; the 
undersecretary; the assistant secretary; the director 

Bulacan Governor Wilhelmino M. Sy-Alvarado / Governor Sy-Alvarado / Wilhelmino M. Sy- 
Alvarado, governor of Bulacan / the governor of Bulacan / the governor / similarly, the vice 
governor, the provincial treasurer 

Jose L. Cuisia Jr., ambassador of the Republic of the Philippines to the United States of 
America / Ambassador Cuisia / the Philippine ambassador to the United States / the 
ambassador / the envoy / the consul general / the consul / the attache 

United States Secretary of State John Kerry / John Kerry, US secretary of state / 
but US State Department 

Elizabeth II, queen of England / Queen Elizabeth II / the queen / Her Majesty / similarly the 
emperor/ the sultan 
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Charles, Prince of Wales / the prince / His Royal Highness 
Pope Francis / the pope 

Chairman Eugenio H. Villareal / Chairman Villareal / the chairman 
Professor Josephine Santos / Professor Santos / the professor 

University of the Philippines President Alfredo E. Pascual / Alfredo E. Pascual, president of 
the University of the Philippines / the university president / UP president 

UseHis/Her Excellency to address the President of the Philippines and ambassadors. All members of the 
executive, legislative, and judiciary branches of government are addressed as Honorable. 

Military titles. If used in civilian contexts (such as press releases or news reports), the abbreviations are 
punctuated. 

General / Gen. 

Lieutenant general / Lt. Gen. 

Major / Maj. 

First lieutenant / 1 Lt. 

Sergeant / Sgt. 

But in correspondence within the military, abbreviations are in all caps and not punctuated. This is also the 
format used in invitations and in name and place cards. 

General / GEN 
Brigadier general / B/GEN 
Major / MAJ 
First lieutenant / 1LT 
Sergeant / SGT 

Documents, papers, acts, laws, etc. The first word and all important words are capitalized. 

Declaration of Independence/ the Declaration 
Magna Carta 

Constitution of the Philippines / the Constitution / but constitutional 

Monograph 66 / Research Paper 321 / Bulletin 560 / Circular A / Article 23 / House Resolution 
78 / Executive Order No. 25 (abbreviated as EO 25) / Presidential Proclamation No. 27 / Republic 
Act No. 10354 (abbreviated as RA 10354) / Senate Bill 234; House Bill 78; Congressional Record 
/ the republic act / the executive order 
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the Responsible Parenthood and Reproductive Health Act of 2012 / informally, the 
Reproductive Health Law /the RH Law/ the law 

Treaty of Versailles / Treaty of Paris / the treaty 

articles of incorporation / annual report / income tax return (ITR) / statement of assets and 
liabilities (SALN) / memorandum of agreement (MOA) 

Scientific terms. Common names of plants and animals are usually in lowercase. Only proper nouns and 
adjectives used with the names are capitalized. 

border collie, Persian cat 

Capitalize the names of periods, eras, epochs, and episodes, but not the words era, period, and so on (Lower 
Jurassic period, Pliocene epoch). Age, though, is capitalized (Ice Age, Stone Age). 

All proper names of asteroids, planets, and their satellites, constellations, and other astronomical phenomena 
should be capitalized: 

Big Dipper, Crab Nebula, Jupiter, Oberon, Milky Way, Ceres 

The words sun and moon are in lowercase. Earth is in capitals when referring to the planet but lowercased when 
referring to soil or land (God’s green earth). However, do not capitalize descriptive terms that refer to astrological 
or meteorological phenomena: meteor shower, typhoon, sunspots, solar flare. 

Names of diseases, syndromes, symptoms, drugs, tests, and the like are in lowercase. Only proper nouns and 
adjectives or trade names used with these terms are capitalized. 

ibuprofen, Advil, Parkinson’s disease, Down syndrome, Salk vaccine 

Laws, theorems, principles, and the like are in lowercase. Only proper nouns and adjectives used with these terms 
are capitalized. 

Murphy’s law, Newton’s second law, sulfuric acid, general theory of relativity 

Chemical symbols are also capitalized and set without periods. 

H20, H2S04 

Capitals with numbers. A noun or abbreviation before a number is capitalized only when it designates a formal 
part of a written work. 

Act III, Scene 5 / Chapter 18 / Book VI 
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Pronouns 

A pronoun is a word used in place of a noun or another pronoun. Pronouns helps you avoid unnecessary repetition in 
your writing and speech. In the sentence “Although Manila is crowded, it is my favorite city,” the pronoun “it” replaces 
“Manila” so that the city’s name does not have to be repeated. A pronoun gets its meaning from the noun it replaces 
or refers to. This noun is called the pronoun’s antecedent. In the example above, it is the pronoun and Manila its 
antecedent. 

Be clear what the antecedent of a pronoun is, to avoid confusion. See the following sentence: 

The article in the journal was well regarded by the academic community, partly because it is 
distinguished and has received many accolades. 

What “it” refers to is not immediately clear. Is it the article, the journal, or the academic community? The sentence 
can be revised this way: 

The article in the journal was well regarded by the academic community, partly because the 
journal is distinguished and has received many accolades. 

Personal pronouns and contractions. Do not confuse them. Personal pronouns (its) never have an apostrophe, while 
contractions (it’s) always have an apostrophe. Here are some pronouns and contractions that are often mixed up: 

its / it’s (it is or it was) 
your/ you’re (you are) 
their / they’re (they are) 
whose / who’s (who is) 

I/me. In these sentences, the pronouns I and me are misused. 

The memo was addressed to you and I. 

You and me will be going north this summer. 

How to know if you are using them correctly? The Chicago Manual of Style offers a helpful tip: check by using the 
pronoun on its own. In the first sentence, it would be wrong to say, “The memo was addressed to I.” And so the 
correct pronoun is me. As for the second sentence, we would not say, “Me will be going north this summer.” The 
right pronoun is I. 

Who, whoever / whom, whomever. “Who” and “whoever” are pronouns that perform the action in a sentence, 
while “whom” and “whomever” are pronouns that receive action. 

If a question is confusing, rewrite it as a sentence to check if the pronoun will perform or receive the action. “Who 
is on the phone?” can be rewritten as “He is on the phone”: “He” is performing the action in the sentence. “To whom 
do we send the package?” can be restated as “Let us send the package to him”: “him” here receives the action. 

Who has met Manny Pacquaio? 

Whom do we send to meet the ambassador? 

Whoever committed the crime will pay. 

Whomever you talk to, be sure to ask for a receipt. 
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Nouns from prepositional verbs 

The following are examples of verbs with prepositions added to them: to follow up, to take out, to hand off. 
Prepositional verbs do not take hyphens: to build up, to set up, to follow up, to lay out, to take out, to look out for, to 
take off, to hand off, to shut down, to break down, to hand over, to take over. 

When prepositional verbs become nouns (or adjectives), they are usually written as one word without a hyphen: 
buildup, setup, followup, layout artist, takeoff point, handoff, shutdown, breakdown, handover, takeover, etc. 

Subject -verb agreement 

Verbs must agree in number with the sense and form of the subject. Check if the noun or subject is singular or 
plural, and make sure the verb agrees. 

The president and his cabinet are attending a summit. 

The president is attending a summit. 

A verb agrees with its subject, not the noun in the predicate. 

NO: The problem are crimes. 

YES: The problem is crimes. 

A rewrite may prevent confusion: 

The problem is the increasing number of crimes. 

Collective nouns are singular nouns that refer to people or things taken as a group. A collective noun takes a 
singular verb if it refers to the entire group acting as one unit. A plural verb is used if the members are referred to 
individually or separately. 

A team of volunteers always joins the relief operations. 

The team of volunteers have not agreed on how to proceed. 

A simple majority of voters is needed to win the election. 

A majority of voters remain undecided six months before the election. 

The plural verb is more often used in British English than in American. In American English, one might say “The family 
is well”, while in British English “The family are well” is more common. This guide recommends American usage. 

It may help to rewrite the sentence to avoid confusion: 

The staff are revitalized by the latest news. 

Members of the staff are revitalized by the latest news. 

The faculty are not exempt from the new dress code. 

Teachers are not exempt from the new dress code. 
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Mass nouns and count nouns. Count nouns refer to things that can be counted (drops of water, grains of sand) 
while mass nouns refer to things that cannot (water, sand). A count noun takes a singular verb if it refers to one 
item (A drop of water fell from the ceiling), a plural verb if more (Drops of water fall from the ceiling). A mass noun 
always takes a singular verb (The water is cold, but the sand is hot). 

Intervening words and phrases. Words that intervene between subject and verb do not affect the number of the verb. 
Phrases such as “alongwith,” “in addition to,” “except,” “together with,” and “as well as” do not change a singular subject. 

NO: The president, along with his aides, were welcomed by the Ambassadors. 

YES: The president, along with his aides, was welcomed by the ambassadors. 

One of. “One of’ is always followed by a plural noun, and if it is followed by a relative clause (which begins with 
“who,” “whom,” “whose,” “that,” or “which” and which describes the noun it comes after), the verb in the relative 
clause must be plural as well. 

NO: One of the representative is late. 

YES: One of the representatives is late. 

Compound subjects. A compound subject, one formed by two or more nouns joined by “and”, usually requires 
a plural verb. 

NO: The governor and the vice governor was traveling together. 

YES: The governor and the vice governor were traveling together. 

The names of companies that appear to be made of more than one entity take singular verbs: 

Standard & Poor’s is not revising its rating. 

But certain compound subjects, often cliches, are considered single units and therefore take singular verbs (The 
long and short of it is we were right all along). Compound subjects qualified by “each” and “every” also take singular 
verbs: “Every pencil, notepad, and folder was distributed.” 

Each, either, everyone, everybody, neither, nobody, and someone take singular verbs. 

Each candidate is invited to join the debate. 

Either time slot is fine with the advertisers. 

Everyone involved has been supportive. 

Either . . . or/ neither . . . nor. Nouns used with these words are alternative subjects, not compound subjects. The verb 
agrees with the subject nearest to it: “Neitherthe players northe coachis ready” or “Neither the coach nor the players are 
ready.” 

Linking verbs. A linking verb (“to be” and its varieties) agrees with the number of its subject. 

NO: What is needed are more experienced employees. 

YES: What is needed is more experienced employees. 
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NO: The trouble with lies are their tendency to be believed as true 

YES: The trouble with lies is their tendency to be believed as true. 

Abstract nouns appear to be plural but are usually taken as singular and given singular verbs. 

Mathematics is a science, not an art. 

The acoustics of this room is great. 

Athletics is a strength of this university. 

The economics of expanding operations does not make sense. 

Adjectives used as nouns are plural because they are used to refer to the people who are described by the adjective: 
The poor are most in need of our protection. 

Punctuation 

Punctuation marks regulate text and clarify meaning. Otherwise your text would be simply a mess of words. 

Strike a balance between too much punctuation, which slows down reading, and not enough, which may leave text 
ambiguous. Consider the famous joke about pandas: 

A panda walks into a restaurant, sits at a table, and orders a meal. After eating, the panda 
brings out a revolver, shoots the waiter, and stands up to leave. The manager shouts, “What’s 
the meaning of this?” The panda replies, “I’m a panda, look it up.” The manager brings out his 
dictionary, and true enough it said: “Panda. Large black-and-white bear-like mammal, native 
to China. Eats, shoots and leaves.” 

Ampersand (&). Spell out as and in writing, except in the case of widely accepted abbreviations such asB&B (bed 
and breakfast) or R&D (research and development), and in names that formally include it: Johnson & Johnson, 
AT&T, Standard & Poor’s. 

Apostrophe ( ’ ). Used to indicate possession or ownership. (See possession.) 

In contractions, apostrophes are used to indicate missing letters. In isn’t, the apostrophe takes the place of the 
missing o. 

Decades do not use an apostrophe: “1850s,” “1980s.” Contracted decades use the apostrophe to indicate the 
missing numbers: “ ‘90s,” “ ‘70s.” 

Brackets ( [] ). Brackets (sometimes called square brackets) are used to enclose additions to quoted material. 
These additions— called interpolations— clarify or comment on the material. As in, (The spokesperson said, “They 
[the new members of the committee] are of unimpeachable integrity.”) 

Use brackets to enclose words already enclosed in parentheses: (The author also notes [on pages 4-6] that several 
microbial species can survive on arsenic.) 

Colon ( : ). Use a colon to introduce items in a list. 
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NO: Our five travel choices are: Boracay, Bohol, Palawan, Camarines 

Sur, and Sagada. 

YES: We have five travel choices: Boracay, Bohol, Palawan, Camarines 

Sur, and Sagada. 

A colon can be used to introduce dialogue, as in “He said: That’s the craziest thing I’ve ever heard.” 

A colon can be used to give emphasis. Capitalize a word next to a colon ifitispart of a full sentence. 

He had only one interest: photography. 

She had only one thing in mind: What course is she going to take up in college? 

Use a colon to separate titles and subtitles. The first word in the subtitle is capitalized. 

The Philippines: A Past Revisited 

“From Babaylan to Beata: A Study on the Religiosity of Filipino Women” 

Comma (,). In a series of more than two items, separate each item with a comma: “The Philippines, Japan, and 
the United States participated in the summit.” This is called the serial or Oxford comma. 

For common expressions and names joined by “and,” do not separate with commas. 

The company needs to invest more in training, resource management, and research and 
development. 

The rescue team combed through the rubble, the corridors, and every nook and cranny 
of the razed factory. 

Use a comma for names followed by postnominal letters indicating educational degree, position, or legal status. 

Patricia Santos, PhD 
San Miguel Brewery, Inc. 

Hitachi, Ltd. 

There is no need for this with names followed by generational designations such as “III,” “Jr.,” and “Sr.” 

Sammy Davis Jr. 

Benigno S. Aquino III 

In the case of companies and institutional names that deliberately use or omit commas, it is acceptable to follow 
their preferred usage. 

A short phrase that starts a sentence and is not followed by a natural pause does not need to be followed by a comma: 
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This year we will be on stronger footing. When we win we do so with humility. 


Longer passages that start a sentence usually need to be followed by a comma: 

When the year ends and we look back on all that we have done, we will realize that the 
we are on stronger footing. When we win over every single contender, no matter how weak 
or strong, we do so with humility. 

When inserting a phrase or clause in the middle of a sentence, use two commas or none at all. 

NO: Our good results, though should not make us forget how poorly we prepared. 

YES: Our good results, though, should not make us forget how poorly we prepared. 

YES: Our good results though should not make us forget how poorly we prepared. 

NO: Each step we take on this journey no matter how small, is important. 

YES: Each step we take on this journey, no matter how small, is important. 

YES: Each step we take on this journey no matter how small is important. 

Commas are used to separate two or more adjectives when the word “and” can be inserted between them. A comma 
is used in “They are a strong, healthy family.” But no comma is needed in “She checked into an expensive summer 
resort.” 

Commas are used when an adjective ending in -ly is used with other adjectives, as in, “Jose is a lonely, young boy.” 

In quotations: A quoted passage introduced in the middle of a sentence is usually preceded by a comma. A quoted 
passage that is an entire sentence should begin with a capital letter, even if it is in the middle of a sentence, as in 

Then he said, “Let this be the last time we falter. 

Do not put a comma after a quoted passage that ends with a question mark or exclamation point: 

Why are we here if not to serve?” said the speaker. 

Commas can change the meaning of a sentence. In the sentence, “A novel by Nick Joaquin is part of the syllabus,” 
there may be other novels in the syllabus. But in “A novel, by Nick Joaquin, is part of the syllabus” tells us there is 
only one novel in the syllabus, and it is by Nick Joaquin. 

Dash( — /-). 

An em dash ( — ) indicates a break in thought or the addition of information in a sentence such as, “The thief came 
running out of the shop— I could not see his face— and disappeared down the block. There is no space before or 
after the punctuation mark. 

Use dashes to set off a phrase that contains a series of words separated by commas. 

He listed the qualities— independence, intelligence, pragmatism, eloquence— that he 
is looking for in an applicant. 
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Dashes can be used the way parentheses or colons are, but dashes are usually more emphatic. Compare these two 
sentences: 

A low price, good quality, reliable service: what more could you want? 

A low price, good quality, reliable service— what more could you want? 

A dash is used before an author’s or composer’s name at the end of a direct quotation. 

“The Filipino is worth dying for.” — Ninoy Aquino 

An en dash ( - ) is shorter than the em dash ( — ) but longer than the hyphen ( - ). It is used to indicate number 
range: 

The House voted 167-120 in favor of the bill 

the 1762-1764 British occupation of the Philippines,” but “the British occupied the Philippines 
from 1762 to 1764. 

The en dash can also be used between words to represent relationships or direction: 

Philippine-U.S. relations 
the Manila-Baguio bus ride. 

A hyphen with a space before and after can substitute for the endash (“the Manila-Baguio bus ride”). Two 
hyphens (— ) in succession, with no space before and after, can substitute for the em dash (“Ninoy Aquino— the 
most vocal opponent of the administration— was assassinated in 1983”). Although these substitutions are best 
limited to the draft stage, for replacement when material is edited and formatted for publication. 

Ellipsis (... ). Ellipses indicate the omission of one or more words within a quoted passage. Write by using three 
periods separated by spaces. 

ORIGINAL: 

This book chronicles the author’s experience living in Palawan and describes picturesque 
scenes of beaches and rock formations that will forever be etched in the reader’s mind. 

QUOTED AND CONDENSED: 

This book . . . describes picturesque scenes . . . that will forever be etched in the reader’s mind. 

When words are omitted at the end of a sentence, use a period plus the ellipsis, with a space between the two 
punctuation marks. 

QUOTED AND CONDENSED: 

This book . . . describes picturesque scenes of beaches and rock formations .... 

Exclamation point (!). are used to express surprise, disbelief, emphasis, or other strong emotions. Use very 
sparingly. 
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Stop! How dare you say that to me! 


Hyphen (-). No firm rule exists governing the use of hyphens. Consult a dictionary when indoubt. 

Words that begin with common or short prefixes (de, re, non, over, etc.) are usually not hyphenated: 

asexual, antidepressant, decongest, neoliberal, noninvasive, oversubscribe, predate, reissue, 
subcommittee, underinvest. 

Some words that begin with common prefixes: 

agribusiness, agriculture all-inclusive, all-Filipino 

antibiotic, anticlimax, antitrust, but anti-aircraft, anti-inflammatory 

counterattack, countermand, counteract, (but counter-clockwise) 

cross-reference, cross-cultural 
ex-president, ex-convict 

extrajudicial, extraordinary, extraterritorial 
half-baked, half-hearted, but halfway 

interagency, interregional, interfaith, interpose 

midweek, midterm, midyear, midsection, but mid-1800s, mid-morning, 
mid-afternoon, mid-Victorian 
multilingual, multiracial, multistory, multitasking 
noncombatant, nonessential, nonexistent, nonviolent 

transshipment, transcontinental 

postdate, postwar, but post-World War II 
preeminent, prepubescent, prewar, but pre-Spanish 

self-confident, self-deprecating, self-styled 
subzero, subatomic, but sub-investment grade, 

uncompromising, but un-American 
undersecretary, undernourished 

These words end with common suffixes: 

elect (president-elect) 
fold (a five-fold increase) 

maker (policymaker, carmaker, peacemaker, troublemaker, but decision-maker) 
odd (thirty-odd years of service) 
worth (lOOM-worth of investment) 
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Hyphens are also used with fractions: 


“a two-thirds majority,” “one-fourth of the budget.” 

But “a half,” “a third,” “a fourth.” 

Use hyphens to avoid ambiguity: The short form of cooperative is co-op, not coop (which is where you keep 
chickens). To re-sign (to sign again) is different from to resign (to leave a post). 

Use hyphens to connect adjectives made up of two or more words: full-time job, dead-end post. When they follow 
the noun, no hyphen is used. “She has a full- time job” but “She works full time.” “He has a know-it-all attitude” but 
“His attitude suggested that he thought he knew it all.” 

An adverb ending in “-ly” does not take a hyphen: organically grown vegetables, softly spoken words. 

Hyphenate compound numbers (which are spelled out as two or more words) from twenty-one (21) to ninety-nine (99): 

The fallen soldiers were given a twenty-one gun salute. 

Any customer age sixty-five and over gets a free meal. 

Sometimes a hyphen needs to be suspended, like so: “The accused received a 12- to 25-year sentence in prison.” 
This means that the accused will be in jail for at least 12 but no more than 25 years. 

Parentheses (). Use parentheses to set off nonessential information (examples, explanations, and other 
supplementary facts). 

The monument (in Cebu) is always crowded with visitors during the fiesta. 

Where to put the end-punctuation? If the material inside the parentheses is at the end of a sentence, put the end- 
punctuation mark (period, question mark, or exclamation point) after the closing parenthesis. As in, “A complete 
list of our branches is available (on our website).” If the material is an independent, complete sentence, put the 
punctuation mark inside the closing parenthesis. As in, “We have many branches nationwide. (A complete list is 
on our website.)” 

Period ( . ). The period is also known as a full stop. Use it at the end of declarative sentences (those that inform) 
and at the end of most imperative sentences (those that command). 

After the counting of the votes is finished, the winners will be proclaimed. 

Return the equipment after use. 

Use a period, not a question mark, at the end of an indirect question. A direct question would go, “Is the 
ambassador here?” An indirect question would go, “I asked if the ambassador is here.” 

Use a period after an abbreviated contraction, such as in “Dr. Santos arrived at the clinic.” If the contraction is at 
the end of a sentence, do not add an extra period, as in “He recently bought a recording by Sammy Davis Jr.” or “The 
collision happened along Boni Ave.” Do not use periods for abbreviations using only initials (NBI, DSWD). (See 
more at the section on abbreviations.) 
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Use periods on initials of names (Benigno S. Aquino III, Fidel V. Ramos). If there is more than one initial, do 
not put a space between them to prevent them from being placed on different lines of text (J.K. Rowling, M.F.K. 
Fisher). Abbreviations using only the initials of a name do not use periods (F VR, JFK). 

Question mark ( ? ). Use a question mark at the end of a direct question (How did the fire start?) Many formal 
letters contain requests for permission, information, compliance, reply, or confirmation. End these requests with 
a question mark, such as “Would you please send me your agency’s website address?” 

Quotation marks, double ( “ ” ). Use double quotation marks to enclose a direct quotation (i.e., the exact words of a 
speaker or the exact words of an author as they appear in published work). 

“To be or not to be,” said Shakespeare’s most famous tragic hero. 

Indirect quotations do not take quotation marks. Compare the following two sentences: 

“Keep the ball moving!” the coach urged his players. 

The coach urged his players to keep the ball moving. 

Quoted material is only two or three lines long is enclosed in quotation marks and included as part of the regular text. 

The reviewer was blunt about his comments on the album. He stated that the band “takes 
you 

on a road trip— inside a parking lot.” 

Longer quotations are not set within quotation marks and are set off from the rest of the text (such as the case for 
the examples in this section). These are called block quotes. 

Quotation marks can indicate that a word is being used beyond its usual meaning, such as sarcastically or 
ironically. They may also be used to introduce slang terms or jargon in formal writing. 

The gangs engaged in “ethnic cleansing” with the blessing of the state. 

The term “hypertext” should have been defined in the article. 

Do not use quotation marks for emphasis. Use italics, boldface, or more emphatic words. 

Quotation marks, single ( ‘ ’ ). Use single quotation marks to set off quoted words or phrases within quoted text: 

The witness stated, “I definitely heard him say, ‘Don’t you dare’, and then I heard a scream.” 

Semicolon (;). Use a semicolon to join two independent clauses (which can stand alone as sentences) that are similar in 
thought but are not joined by and, but, or, nor, for, or yet. 

The house stood empty for years; no one would buy it. 

Some people have the ability to write well; others do not. 
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When two independent clauses are joined by “accordingly,” “however,” “furthermore,” “therefore,” “hence,” “thus,” 
or other similar words, use a semicolon at the end of the first clause. 

The conference ended last Wednesday; therefore, 
we can get back to work on Monday. 

The committee members see compelling reasons to continue the investigation despite the 
problems; thus, it will continue as scheduled. 

Use semicolons to separate items in a series if the items are further compartmentalized by commas. 

The guests included Juan Cruz, vice president for operations; Maria Santos, director of 
finance; Anna Reyes, head of human resources; and Luis Lopez, accounts manager. 

We ordered five reams of bond paper; nine blank stationery pads; and seven boxes of 
assorted pencils, pens, and whiteboard markers. 

Numbers 

The style of writing numbers must also follow the principle of plain language. This means that numbers are 
written differently based on how they are used in the text, be it in dates, figures, or any other function. For example 
it would be best to write the figure “eight million twenty-two thousand five hundred six,” as “8,022,506.” The 
preciseness of the number lends itself to be written using the Arabic form (1, 2, 3, 4...), given that length of the 
number in word form can be easily misread. 

Arabic numerals (0, 1, 2, 3, 4, 5, 6, 7, 8, 9) enjoy prominent use. Roman numerals are often used only in proper 
nouns, or book/document chapters (e.g., World War II, Chapter V) or to establish a personal sequence for people 
(e.g., Pope Benedict XVI, Queen Elizabeth I, Benigno S. Aquino III); they can also be found in dates on documents, 
books, and movies. 

Numbers from one to nine are spelled out. The numbers 10 and above should be expressed in numerical form 
except at the beginning of a sentence; hyphenate all compound numbers from “twenty-one” through “ninety-nine.” 
However, do not hyphenate, “two hundred” or “three thousand.” The complex number “3,236” is spelled out as 
“three thousand two hundred thirty-six.” For example: 

The Philippine Coast Guard rescued six passengers. 

Twenty-seven passengers died on the spot. 

More than 15 people are still missing. 

The exception to this rule is when a numeral that identifies a calendar year is at the start of the sentence. An 
exception may also be made for large complex numbers placed at the start of a sentence, especially in transcriptions, 
wherein editing a sentence is not an option, and in articles riddled with large complex numbers. Consider these 
examples: 

2013 is proving to be a good year for the country. 

3,678,092 people have been displaced.” 
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Possessives 

An apostrophe is used to show ownership or possession. 

Singular common nouns not ending in s. Add ‘s: 

“Juan’s backpack,” “the director’s answer.” 

Singular common nouns ending in s sounds such ass, ce, x, and z. Always use ’s: 

“the prince’s guards,” “Marx’s theories,” “Butz’s parents.” 

Singular common nouns ending in s. Add ‘s unless the next word begins with ‘s: 

“the hostess’s guests”; but “the hostess’ seat”; “the witness’s testimony” but “the witness’ statement.” 

Singular proper names ending in s. Use only an apostrophe: 

“Visayas’ beaches,” “The Beatles’ manager,” “Jesus’ disciples,” “Reuters’ reports.” 

Plural nouns not ending in s. Add ’s: 

“the alumni’s donation,” “women’s rights.” 

Plural nouns ending in s. Add only an apostrophe: 
the boys’ cars, the girls’ bags. 

Nouns the same in singular and plural. Treat them the same as plurals, even if the meaning is singular: 

“the two reindeer’s tracks,” “one corps’ station.” 

Nouns plural in form but singular in meaning. Add only an apostrophe: 

’’mathematics’ rules,” “measles’ effects.” 

Consider rephrasing with an of-genitive: as in “the principles of mathematics” instead of “mathematics’ 
principles”; “the effects of measles” instead of “measles’ effects.” 

Add an apostrophe when a plural word occurs in the formal name of a singular entity: 

“the Philippines’ population,” “the United States’ reserves,” “General Motors’ earnings.” 

Compound nouns with postpositive adjectives. It is acceptable to add an apostrophe or ’s to the word closest 
to the object possessed: “the major general’s orders,” “the majors general’s orders,” “the attorney general’s 
statements,” 

“the attorneys general’s statements.” However, it is best to avoid resorting to the possessive form; rephrase with an 
of-genitive: “of the attorneys general.” 

Joint possession, individual possession, and alternative possession. Use a possessive form after only the last 
word if there is joint ownership: “Secretary Singson and del Rosario’s joint statement,” “Linda and Juan’s shares.” 
Use the possessive form after both words if the objects are individually owned: “Presidents Aquino’s and Carter’s 
delegations.” Use the possessive form after each word if there is alternative possession: “Juan’s or Linda’s opinion.” 

Descriptive phrases. Do not add an apostrophe to a word ending in s when it is used primarily in a descriptive 
sense: “citizens band radio” (a radio band for citizens), “a teachers college” (a college for teachers). However, an ‘s is 
required when a term involves a plural word that does not end in s: “a children’s hospital,” “the People’s Budget.” 
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Descriptive names. F or government, corporate, and institutional organizations with a descriptive word in their 
names, follow the practice of the organization: “Manila Doctors Hospital,” “National Teachers College.” 


3. HOW TO WRITE SERIES 

The highest priority of any material created and published by the government must be informing the public. 
Your reader should easily find and understand information in any government release. 

The guidelines for plain language (mentioned above) must apply especially to press releases. When writing a 
press release, keep in mind that you must write in a way that focuses on the information or the message that you 
want to convey. Remember, you are not selling something. So avoid the exaggerated language of marketing. Like 
government frontline services, you are providing a service. 

WRITING PRESS RELEASES 

What do you write about? 

The press release should read like a good news story. It reports a newsworthy event— such as a visit by 
an important guest, an award conferred or received, a commemorative celebration, and a significant 
accomplishment. 

Avoid sending out press releases that serve little to no purpose, or do not provide additional information or 
insight on a particular program or issue. Do not send press releases that, for example, inform people of an event 
or a milestone best suited for internal dissemination: meetings, personnel accomplishments, etc. 

Start with a good headline 

A good news story begins with a good news headline. So should a press release. A good headline is short and 
clear. It should contain all the important information of the story. 

Start titles with meaningful keywords. Use informative and descriptive words to give readers a better sense of the 
point of the article. Headlines should stand on their own, concisely providing the gist of the article it promotes. 

The elimination of government jargon should begin with titles. For example: Ifintroducinganew agency 
program, don’t just provide the program title without context— explain what the program is. Obscure acronyms 
should be avoided. 

The following before-and-after examples of press release titles show how the revisions ensure the basic tenets 
of good headline writing. Notice which information is retained in the revised title, how redundant information, 
or information that is explicitly stated that can be inferred, is removed. 

“DA awards Pll-million worth FMR, hanging footbridge to Agusan del Sur” — > “Farm-to- 
market road in Agusan completed” 

“DBM launches citizen’s guide to the 2016 budget” — > “Citizen’s guide to the 2016 budget 
now online” 
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Writealede 

It is highly encouraged that you write a lede or a description: one to two sentences on what the piece is about. 
Think of the lede as what your audience’s takeaway should be. (A lede can also be the first paragraph of your 
press release.) This is especially useful for when you publish your press release online. 

For a press release titled, “SWS: More Filipinos approve of Bangsamoro peace process,” the lede would read: 

“According to a survey conducted on June 5-8, majority of Filipinos are satisfied with the 
Aquino administration’s resolute stance in the pursuit of peace in Mindanao.” 

Arrange information efficiently 

Keep in mind the needs and the behavior of your audience. Although press releases are primarily sent out 
to the media, online publication broadens your audience; do not alienate the public. You can easily adapt the 
“F-pattern” theory of online reading when you assemble a press release. 

The “F-pattern theory” notes that most users read across the top of the article, and then scan through the 
article looking at topics of particular interest. So an average reader will read the topmost and the leftmost sides 
of your article. Normally, your audience will read less and less down the piece. Front-loading— the use of strong, 
informative, and concise titles and opening paragraphs, as well as the use of subheadings— comes in handy. 

Craft an opening sentence that provides the most important information in an efficient way. The next 
sentences should contain a summary of the press release. 

The first paragraph should be an exposition (or expansion) of the title and a summary of the article that follows. 
Provide as much salient facts as you can, without overwhelming the reader. Eliminate unnecessary content. 
The first paragraph should not be more than three sentences. 

The inverted pyramid model is the recommended organizing principle for web writing and press releases. This 
structure puts general information at the very beginning of an article, followed by specialized information, and 
saves the background information for last. Employ this, keeping in mind the “F-pattern theory” of reading. 

Think of your readers who will only want to read the first part of your article— they should be able to get the 
information they need immediately. Readers who’ll want to know more will read on. 

Documents on procedures must detail the process in chronologically ordered steps. Enumerating the steps of 
the process in a logical sequence makes it easier for the user to apply and follow them. 

Following the “inverted pyramid” model for your documents, you can devise a template in which basic 
information about the agency— like its mandate— or a program of the agency— including, for example, the 
address, the official in charge, contact numbers— are put at the very bottom. 

It is highly encouraged that you provide photos with the press release. The transition to online publication 
calls for a more visual approach to providing information. Write captions for these photos as well. You should 
identify who everyone in the photo is, what is going on, and who took the photo. You should also provide links to 
additional material (such as your website) that will add information and context to the story. 
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WRITING MEMOS AND OTHER DOCUMENTS 


Memos are written communication used within an organization. They are usually intended for a small, internal 
audience. They provide information, contain requests for action, or convey instructions. 

Follow the prescribed format for the heading 

A memo heading has a prescribed format. It consists of four parts: 

• recipient (the To field): the full name (no nicknames) and job title of the person to whom you are writing 

• writer (From): your own name and job title 

• date (Date): the day, month, and year in which the memo is written 

• subject (Re): whatthe memo is about 

Use the “Re” field to identify and summarize the subject. Avoid vague or mysterious subject lines. The subject 
line should give the recipient a good idea of what the memo is about. Do not make the reader have to guess what 
the subject of the memo is. So instead of Request, write Request for deadline extension. Instead of About the 
project, write Concerns about the project or Cause of project delays plus suggested remedies. 

Get to the point 

You are writing for busy people, so do not waste their time. Get to the point right away. The reader should 
understand immediately what is being communicated. 

Your opening paragraph should state the memo’s purpose, the context of the issue at hand, and the action or 
task being requested of the recipient. Do not waste time with overly respectful greetings and salutations. If you 
are making a request, state the request then explain it. Do not bog down your reader with extensive background 
information before making the request. 

Keep the memo brief 

Try to stay to one page, two at the very most. Include only whatthe recipient needs to know. Point to external 
sources of additional information (such as websites) if they will help the reader understand the subject better. 

Use direct, efficient language 

Getting to the point means using language that is direct and efficient and that avoids tedious bureaucratic 
language. “Here with is the report” should be “Here is the report.” “This is to inform you” and “Please be 
informed” can usually be deleted: compare This is to inform you that the report has been approved and is ready 
for immediate publication” with “The report has been approved and is ready to be published.” 

Instead ofwriting “Please find herein attached a summary of the committee’s findings”, say instead “Attached is a 
summary of the committee’s findings”. And instead of saying the undersigned (Please inform the undersigned when 
the matter has reached a satisfactory conclusion), just say me (Please let me know when the matter has been settled). 

Be respectful, but do not go overboard 

No need to say “We respectfully request” when “We request” is fine. 

Be clear what action the recipient should take 

After the subject of the memo has been stated and explained, state whatthe recipient is expected to do about it. 
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A simple “For your guidance” will do if the memo provides information or clarification. “For your compliance” 
is sufficient if you are giving instructions meant to be obeyed immediately. For a more specific response, 
identify it clearly, such as “Please email me an update on the project by the end of the week.” 

Provide a way for the recipient to follow up or to discuss the subject raised in the memo 

Let the recipient know how to get in touch with you or your team if any concerns arise (Please get in touch with me or 
my assistant [name] at [phone number] if you have any concerns about the schedule). If your reader may want more 
information or may want to discuss the matter at greater length, provide an avenue for this (I would be happy to discuss 
the new guidelines with you at your convenience or If you wish, we can go over the details at the next department 
meeting). 

Close the memo in a courteous way 

End with a word of thanks or a remark that shows your appreciation for the recipient. 

Provide all necessary attachments 

If you need to add material (documents, charts, tables, photos) to the memo so that its subject can be better 
understood, send them as attachments. Add a notation at the bottom (such as Attached: minutes of the last 
three department meetings). 

WRITING BRIEFERS 

A briefer is a short, informative article. It clarifies or provides context for a timely issue or provides useful 
information for its readers. 

Be clear 

The briefers most important purpose is to inform, thus it should be clear. Use simple language as previously 
discussed. 

Write a clear, simple headline. 

The headline should summarize the content of the briefer. Begin the headline with “Briefer:” to identify it 
immediately as a briefer. For example: 

Briefer: Free mobile alerts for disasters and calamities 

WRITING MESSAGES 

A message is a short, congratulatory article included at the start of a commemorative publication (such as a 
celebration’s program notes, an annual report, or a yearbook). 

Begin with a greeting 

Write a short opening paragraph that greets the reader and acknowledges the occasion. See this example 
written on behalf of President Aquino: 

My warmest greetings to the participants of the 44th International Association of Financial 
Executives Institutes World Congress. 
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Express appreciation for the person, organization, or its members 

Show that you understand who the reader is and what he or she does. This helps to create a connection between 
your principal and the reader. 

As the CFOs and CEOs of your respective organizations, you know full well that the success of 
any enterprise lies on the strategic deployment of its resources towards the achievement of its 
goals. 

Find a common ground 

Show that your principal and the reader have something in common. This creates empathy, a sense that your 
principal understands the reader and that they are on the same side. 

Like you, I too must contend with the daily struggle of running an organization and must 
always strive to efficiently and effectively manage our nation’s coffers. 

In exercising these functions, there will be times when our resolve to enact our plans will be 
tested. It is during these moments that we must remain steadfast and stay committed to our 
goals. 

Link the organization or event with your principal’s key thrusts, programs, or ideals 

This helps to cement a sense of solidarity, that your principal and the reader stand together. It also creates the 
impression that your principal is working in the interests of your reader. 

This philosophy, coupled with our determination to follow the straight path of responsible 
stewardship and governance, has generated huge dividends for us and our nation. As you 
can see, the Philippines has undergone a significant transformation in the four years since we 
took office: Businesses are booming, our citizens are revitalized, and our bureaucracy is far 
more competent and efficient than it was before. 

This demonstrates our resilience and the good fundamentals of our economy. Indeed, 
now is the best time to invest in the Philippines. I invite you to join us as we maximize the 
opportunities of our present resurgence and realize our people’s aspirations 

End by expressing good wishes 

This kind of ending helps to conclude the piece the way it began, with a good word from your principal to the 
reader. 

May you have a fruitful gathering. 

Keep it short 

The message is not the heart of the publication it will appear in. Readers will not have patience for a long essay. So be 
brief. An upper limit of 400 words is a good rule to adhere to. 
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WRITING SPEECHES 


Write for an audience 

Write, that is, for the people who will listen. The root word of audience means hear. The speech will be heard, 
notread. This is the crucial difference between a speech and a written document. Even if a text of the speech 
is given to the audience afterward, it will first be experienced with the ear, not with the eye. The audience 
(literally, the people who are there to listen) will not have time to slow down or speed up their reading of the 
text, or go back to points that are not clear. They will not be able to press a Pause button if they get tired in the 
middle of it. So tailor what you write to the way it will be experienced. 

Decide on a topic 

Choose atopic that fits the occasion and the audience. Think about how the topic will be relevant to those who will be 
there to hear it. Ask: what will they learn from the speech? The occasion and audience will also help you determine 
how serious or humorous the speech needs to be. 

The speech should be about only one topic 

Do not be tempted to cram plenty of material, no matter how valuable, into the speech. The audience will 
probably not want to hear all of it. So choose a topic and stick to it. 

Decide on a purpose 

Do not just have atopic. Have a purpose. Decide what the speech will do. Focus on just one purpose: may it be to 
persuade, to explain, to entertain, and so on. A speech that persuades needs to move its audience with powerful 
words and convincing evidence. A speech that explains should be clear and organized. An entertaining speech 
has colorful anecdotes and many moments of humor. 

Be organized 

The speech will be much easier to follow if it is neatly organized. It should have the conventional sections of an 
essay: an introduction, abody, and a conclusion. 

Introduction 

This is the beginning of the speech, and it should not be wasted. The audience is attentive, perhaps even 
curious. Do not spend too much time on preliminaries (like greeting the important people present). Start with a 
bang: a surprising statistic, a catchy quote, a funny anecdote, a probing question. Avoid the predictable, such as 
quoting a dictionary definition (as in, “Webster’s Dictionary defines leadership as . . . “). 

At the end of the introduction, state the main idea of the speech. State also how the speech will develop this 
idea. (Such as, Why should we do this? Here are the five best reasons. The body then names and explains these 
five reasons.) This prepares the listener for the next section, the body of the speech. 

Body 

This is the meat of the speech, and its longest, most substantial section. After the thesis has been stated, it is now 
time to develop it. If the speech means to persuade the audience to do something, the body should be organized into 
the reasons. Explain, provide evidence, tell stories. 

Conclusion 

At this point, the heavy lifting is done. The main idea has been stated and developed. But the speech is not over. 
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The conclusion is the last section, which means it will leave the most powerful impression on the listener. Do 
not waste it. Summarize the speech by restating the main idea creatively (that is, do not merely say “Indeed, 
justice will have its day . . .”). Leave the audience with something memorable— a turn of phrase, an image— that 
will stay with them long after the speech is over. Endings are the part of speeches most often remembered. 
Make yours worth remembering. 

Play to the audience 

Tailor the speech to the audience. Age, social status, work affiliation, interests. Use the kind of language they will 
understand and respond to. Get examples that will be familiar to them. This makes the audience connect with the 
speaker. Listeners will feel that the speaker is someone who knows them well, which will make them more likely to 
listen. 

Think pictures 

Because your audience will be listening, help them by feeding their imaginations with vivid images, metaphors, 
and analogies. Having a slideshow or any other kind of visual aid will help, but even without it, your speech 
should appeal to the imagination of the people listening. 

Think sound 

Because the audience will be listening, use the sound of your words to appeal to your listeners. 

Use parallel constructions 

These are especially effective in speeches. JohnF. Kennedy ended a speech with one of the most memorable 
statements ever: “Ask not what your country can do for you; ask what you can do for your country.” The use of 
two clauses that are worded similarly delivers a punch that this passage still has half a century after it was 
spoken. 

Use parallel sentence structure in a similar way to help the audience follow the speech and make its ideas 
memorable. 

If, for example, the body of your speech discusses three reasons for a project’s lack of success, you can state the 
reasons in sentences that are similarly worded, like this: 

We are not short of money, but we are short of ideas. 

We are not short of people, but we are short of courage. 

We are not short of skills, but we are short of effort. 

Then take one paragraph or more to develop each one. If your speech gives advice, state each bit of advice in a 
sentence that starts with a punchy verb: 

First, take your time. 

Second, listen to your heart. 

Third, talk to people smarter than you. 

These make good topic sentences that you can then develop in your body paragraphs. And they make the ideas 
easy to follow. 
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Signal ideas clearly 

Use first, second, third to make a sequence of ideas clear. 

Questions are often effective in transitioning from one idea to the next, so ask a question like “How did we get 
to this point?” before giving an analysis, or “What do we do about this?” before providing recommendations. 
Highlight important ideas by saying something like “The lesson for all of us is this.” or “So what is the point of 
all this?” Then get to the point. 

Repeat key words and ideas 

It is harder to remember words that are heard than those that are seen or read. So make sure to repeat 
important words and phrases throughout the speech. 

Build in theatrics 

Indicate in the text where the speaker should pause for dramatic effect, what gestures should be made (such as looking 
at the audience, waving a hand, or pumping a fist). Underline words that should be read with great emphasis. Write 
instructions in the text in brackets or in a different color. 

Prepare a copy 

Some practical details: prepare a hard copy for the speaker that is easy to read (prefer a serif face like Book 
Antiqua or Palatino set large, at 14 or 16 points, with plenty of linespacing). Put page numbers at the bottom of 
the page or in the upper right corner so the speaker knows how deep he or she is into the speech. Staple or bind 
the pages firmly; just incase they come loose, the page numbers will help the speaker put them back in the right 
order. 

Consider the speaker 

If you are writing a speech for someone else to deliver, make it sound like him or her, not you. After all, he or 
she will be the one standing before the audience. Do not insist on turns of phrase, expressions, or metaphors 
of your own making if the speaker you are writing for does not feel comfortable using them. Use language that 
represents the person you are writing for. 

Keep it short 

No matter how good the speech is, listeners will not forgive the speaker if he or she goes on too long. Take note ofthe 
allotted time, and make sure the speech does not go past it. In fact, you do not have to use all the allotted time. The 
audience will certainly be grateful. A speech that does not wear out its welcome is more likely to be remembered well. 

If you are not sure how long the speech is, read it aloud and time yourself. Take note of how minutes it takes to 
read one page. You will have a minute s-per-page rate, which will tell you how many pages you need to fill to use 
the allotted time. 


4. SOCIAL MEDIA GUIDELINES 

Social media accounts can be used as communications platforms and broadcast channels of a government office. At 
the very least, they are an official extension of an office’s website. Given their potential for wide reach and popularity 
with citizens, news organizations, and stakeholders, social media assets must have as their foremost objectives the 
promotion of the office’s official releases and direct engagement with constituents online, when appropriate. 
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As social media becomes more fixed as a communications tool, there is a corresponding need for the creation of 
internal— and, eventually, public— social media policies for government offices. The following guidelines can 
also be used as a template for individual agencies’ social media handbooks. 

It is assumed here that you already use social media, at the very least in a personal capacity. 

Social media identity 

Social media accounts must firmly, continuously establish that they represent a government body. Naming 
conventions, coordination, and uniformity among social media assets representing government offices will add 
to the credibility of each account and strengthen their online presence overall. 

Naming conventions 

The following recommended naming conventions will help establish that your social media account represents 
a specific government body: 

For Facebook: Use the name of the agency in full. 

For Twitter: The username needs to be recognizable, even if the platform and its limited character count 
insist on brevity. Thus, you must use the abbreviation by which the agency is most known. If the username is 
unavailable, try appending “PH” to it (“PHL” is also acceptable, but “PH” is preferred). For example: @DOJPH, 
@DepEd_PH, @TourismPHL. 

Sub-accounts: Avoid dilutingthe agency’s presence in one platform— this divides the audience’s attention, 
which makes it harder to establish a credible online brand. For offices under the agency that require its own 
account— due to specialized content, for instance, as with the distinction between @phivolcs_dost and @dost_ 
pagasa— be sure to indicate the mother agency in the description line. 

Descriptions or “about” pages must note that a feed is the official account of the agency on the platform, and the 
most known abbreviation of the agency’s name should be indicated; eg, “This is the official Twitter account of the 
Department of Education (DepEd).” For accounts with specialized content, indicate the agency or department to 
which it belongs. Always provide a link to the agency website. (If the agency has a public social media policy, the 
description line or “about” page is the best place to put it.) 

It is recommend that your social media accounts be verified as soon as possible, as this lends an added credibility; 
follow the procedures set by each social media platform. 

Coordination of online assets 

Social media accounts provide an opportunity to more firmly establish the agency’s corporate identity. Use the 
agency logo as the account’s profile picture. For Twitter cover photos— which simply enhance the visual appeal 
of the account— use either a solid color (preferably from the agency’s colors) or a photograph of the agency’s 
headquarters. Facebook cover photos can be periodically used for promotion of content; however, it is advisable 
to have a default cover photo, following the specifications for Twitter cover photos. 

A link to the agency website must be displayed prominently on every social media account; the agency website 
should likewise feature all its official social media accounts on its front page. 
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Recommended: Specify the agency website and the agency’s official social media accounts on all official 
promotional material— e.g., calling cards and public profiles, correspondence (including email signatures), 
presentations, and the like. 

Sourcing content 

Promotion of the agency and of its official releases— particularly those published in the agency website— should 
be the foremost objective of its social media assets. All official statements, press releases, transcripts, and 
speeches posted on the agency website must be posted on social media. Posting links to official content not only 
promotes the agency directly, but also allows the public— members of the media among them, as well as other 
government agencies with complementing mandates— to source material from you. 

Keep in mind that all content sourced from the agency website— having been issued from its media bureau and 
approved for publication— is official material; consequently, the same applies to materials promoted on social 
media. 

Promotion of content from your website/office website 

Official content declares official views of the agency or of officials on behalf of the agency, and are usually in 
the form of statements and press releases. Other kinds of original content are as follows (please note thatthe 
categories are not exclusive): 

Press releases that provide information or updates on agency programs and projects. This includes marketing 
campaign and promotional materials, and progress reports on ongoing projects. 

Coverage of ongoing official events, especially events hosted by the agency or select events involving the 
agency’s or its officials’ participation; these are usually in the form of transcripts of interviews and speeches. 
Live coverage— through live video streaming, live tweeting, or live blogging— is the prerogative of the agency’s 
communications division. 

A note on exclusive content: Social media is an excellent tool for broadcasting exclusive event as it progresses; 
it, too, takes advantage of the social media team’s access to their agency’s officials. Social media can 
provide updates on movements: e.g., Budget and Management Secretary Florencio Abad is at the Philippine 
International Convention Center to introduce the keynote speaker for the Good Governance Summit. 

Other types of original content cover material from new Youtube videos or published photos, to blog posts or 
even website updates like new sections. 

Promotion of content not from your website or office 

Social media accounts can promote content from other agencies, especially those with complementing mandates. 
Material from program partners— especially non-profit organizations— may likewise be promoted through 
official channels, with clearance from the office’s chief communications officer, or from the office head. 

For material from news organizations featuring the agency, social media handlers should follow an internal 
communications policy agreed upon in consultation with the office head; it is always best to ask for clearance 
regarding news items, even if they lean favorably toward you. Keep in mind, too, that the communications 
policies of other government offices may advise against promoting content from news organizations, and, thus, 
cannot repromote the material. Original agency content will always prove more valuable. 
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Voice and anonymity 

Social media has fostered an informal, more “human” approach to disseminating information. Use this to your 
advantage; translate commonly used government jargon into plain language, which is more accessible to an 
online audience. However, while you are given the license to be less formal in social media, the voice and tone 
used should not detract from credibility nor lessen the value of the information being broadcast. If possible, every 
release should provide a link of related content— this is especially aligned with the objective of social media as a 
promotion tool. 

If content to be promoted does not match the plain language adopted for social media, try paraphrasing it— 
which can likewise be used to fit the limited character count of Twitter. However, paraphrasing for broadcast 
must be cleared with the agency’s communications division. A good rule of thumb: Adopt informal spoken 
English as atone, but retain corporate distance; remain informative, rely on providing the gist. 

Note that the account represents the agency on social media; thus, the account must be anonymous— no 
individual must be identified as manager of the agency’s account. However, in special instances— which must be 
cleared beforehand with the agency’s communications division— the agency’s social media team may be cited. 
Please avoid the “Administrator” tag in tweets or status updates, as this is implicit. 

A note on account availability: If possible, set the hours in which the social media platforms are active; 
it is advisable for social media accounts to be visibly available during work hours. Please note that public 
announcement of availability is especially useful for public engagement. The frequency of tweets and updates 
depends on the content the agency produces per day, but a minimum of three tweets and one status message per 
working day is advisable. 

Recommended format of posts 

For Twitter: The platform, with its limited character count, requires a balance of brevity and informativeness; 
tweets must be concise enough to fit the medium, but they should not sacrifice the integrity of the content. Note 
that the principles of paraphrasing come into play here; it is imperative that social media handlers learn how to 
be adept at translating the jargon of official materials into more informal language. The following examples are 
taken from coordinated activity of www.gov.ph and the Twitter handle @govph: 

While mirroring titles of entries from a website for broadcast is an acceptable practice, variation enhances an 
account’s voice. 

An entry on the website, “Speech of President Aquino at the Good Governance Summit 2014” may also be 
promoted by providing more context, or by pulling a direct quote: 

President Aquino delivered the keynote speech in today’s Good Governance Summit: [LINK]; 
President Aquino: “Government exists precisely to improve the lot of the people they swore 
to serve.” [LINK]. 

An entry on the website titled “Statement of the DFA Spokesperson on the new Hainan fisheries law” may be 
better broadcast as: 
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DFA: New Hainan fisheries law “escalates tensions,” a “violation of international laws.” Read 
full statement: [LINK]; or DFA considers new Hainan fisheries law “a violation of international 
laws,” to take action: [LINK], 

An entry on the website titled “DPWHto use DOST’s/UPS project NOAH and DREAM data for planning” may 
be better broadcast as: 

DPWH partners with DOST and UP-DREAM for its infrastructure planning for roads, bridges, 
flood control projects: [LINK], 

A note on retweetable content: While it is not always possible to distill information to fit the character count, 
consider occasionally restricting tweets to provide sufficient space for RT @Agency to be included as a prefix to 
every tweet. 

A note on photo attachments: Photographs are effective promotional tools, and Twitter’s interface allows for 
their seamless embedding. When applicable, post photos or visual aids— either as a hook, or as content itself. 

A note onhashtags: Government accounts can use hashtags to maximize new media platforms in engaging 
media institutions and the online public. Hashtags make it more convenient for users— primarily those on 
Twitter— to track information on a given topic. Hashtags can be used during coverage of or for information 
relating to events, or for significant projects (particularly those that welcome citizen engagement)— e.g., 
#SONA2014. Have a set of hashtag templates on hand for use; a good guide is the unified system of 
hashtags employed during weather disturbances: [for storms] the name of the storm with the PH suffix 
(e.g. #YolandaPH); #walangpasok to announce and track class and work suspensions; #reliefPH to track 
information on relief efforts; #rescuePH and #safenow for rescue operations. Hashtags must be concise and 
easily understandable. Limit your use to just one hashtag— at most, two— per tweet. Monitor, too, the hashtags 
in use by other government agencies, for easier convergence. 

For Facebook: Facebook allows for a bigger diversity in terms of post formats. As the style template, the title of 
the item should be followed by the permalink, and a short summary of the content. 

Cross-referencing original agency content 

All official statements, press releases, transcripts, and speeches posted on the agency website must be 
posted on social media. This also means that content should be broadcast through all available channels. For 
uniformity among an agency’s social media assets and to maximize the reach of materials, make it a standard to 
promote material through all accounts. 

Monitor agency officials’ Twitter and Facebook accounts, with all official announcements repromoted. Sub- 
accounts must be continuously monitored, and its content promoted, by the primary social media account 
of the government body. A good example is the Twitter account of the National Capital Region Police Office 
[@NCRPOReact], which retweets content from a sprawling network of official accounts of police precincts, 
regional offices, officers, and the like. 

Inter-agency coordination 

Occasionally, one agency may have content that involves another agency; try repromoting them, as this not 
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only broadens publicity toward the agency, it also imparts a sense of coordination among government bodies. 
Agencies and offices with complementing agendas are advised to consistently display a uniformity in its social 
media presence. Sustained coordination with social media handlers and public information officers’ of other 
government offices and agencies is key to this, as this builds a network for tactical information sharing and 
promotion. 

Public engagement 

Your government agency should have a policy on public engagement via social media. Know the pros and cons of 
having an actively responsive account, as opposed to one that merely serves a tool for broadcast. The foremost 
consideration is manpower for heightened public engagement; as well as managing the expectations of the 
audience regarding the official policy on responses and the preset schedule to process queries. 


APPENDIXES 

Appendix A: List of Philippine Presidents 

EMILIO AGUINALDO 

(January 23, 1899-March 23, 1901) 

MANUEL L. QUEZON 

(November 13, 1985-August 1, 1944) 

Vice President: Sergio Osmena 

JOSE P. LAUREL 

(October 14, 1943-August 17, 1945) 

SERGIO OSMENA 

(August 1, 1944-May 28, 1946) 

MANUEL ROXAS 

(May 28, 1946-April 15, 1948) 

Vice President: Elpidio Quirino 

ELPIDIO QUIRINO 

(April 17, 1948-December 30, 1953) 

Vice President: Fernando Lopez 

RAMON MAGSAYSAY 

(December 30, 1953-March 17, 1957) 

Vice President: Carlos P. Garcia 

CARLOS P. GARCIA 

(March 18, 1957-December 30, 1961) 

Vice President: Diosdado Macapagal 
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DIOSDADO MACAPAGAL 

(December 30, 1961-December 30, 1965) 

Vice President: Emmanuel Pelaez 

FERDINAND E. MARCOS 

(December 30, 1965-February 25, 1986) 

Vice President: Fernando Lopez 

CORAZON C. AQUINO 

(February 25, 1986- June 30, 1992) 

Vice President: Salvador Laurel 

FIDEL V. RAMOS 

(June 30, 1992- June 30, 1998) 

Vice President: Gloria Macapagal-Arroyo 

JOSEPH EJERCITO ESTRADA 

(June 30, 1998- January 20, 2001) 

Vice President: Joseph Ejercito Estrada 

GLORIA MACAPAGAL-ARROYO 
(January 20, 2001- June 30, 2010) 

Vice President: Teofisto Guingona, Jr. 

Manuel de Castro, Jr. 

BENIGNO S. AQUINO III 

(June 30, 2010- June 30, 2016) 

Vice President: Jejomar C. Binay 

Appendix B: List of Commonly used Acronyms 
GOOD GOVERNANCE AND ANTICORRUPTION 


AO 

ARTA 

ARMM 

BFP 

BIR 

BLGF 

BOC 

BPLS 

BuB 

CA 

CLA 

CPLC/OCPLC 


Administrative Order 
Anti-Red Tape Act 

Autonomous Region of Muslim Mindanao 

Bureau of Fire Protection 

Bureau of Internal Revenue 

Bureau of Local Government Finance 

Bureau of Customs 

business permits and licensing system 
bottom-up budgeting 
Court of Appeals 
common legislative agenda 
Chief Presidential Legal Counsel/ 
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CSC 

CSOs 

CO 

COA 

COMELEC 

CTA 

DBCC 

DBM 

DILG 

EBNRS 

eTAILS 


EO 

FOI 

GAA 

GCG 

GGAC 

GIFMIS 

GOCC 

HB 

H.E. 


IAGCC 

IRA 

IRR 

KRA 

LCP 

LMP 

LEDAC 

LGC 

LGU 

MC 

MFO 

MinDA 

MM DA 

MO 

MOA 

MOOE 

MOU 

MYOA 

NCA 

NCR 

NGO 

NJIS 

NGA 


Office of the Presidential Legal Counsel 

Civil Service Commission 

civil society organizations 

capital outlay 

Commission on Audit 

Commission on Elections 

Court of Tax Appeals 

Development Budget Coordination Committee 

Department of Budget and Management 

Department of the Interior and Local Government 

enhanced business name registration system 

Electronic Transparency and Accountability Initiative for Lump 

Sum Funds 

Executive Order 

freedom of information 

General Appropriations Act 

Governance Commission for GOCCs 

Good Governance and Anti-Corruption Cluster 

government integrated financial management system information 

government-owned or -controlled corporation 

House Bill 

His/Her Excellency 

His/Her Eminence 

Inter-Agency Anti-Corruption Committee 
internal revenue allotment 
implementing rules and regulations 
key result area 

League of Cities of the Philippines 

League of Municipalities of the Philippines 

Legislative-Executive Development Advisory Council 

Local Government Code 

local government unit 

Memorandum Circular 

major final output 

Mindanao Development Authority 

Metropolitan Manila Development Authority 

Memorandum Order 

Memorandum of Agreement 

maintenance and other operating expenses 

Memorandum of Understanding 

Multi-Year Obligational Authority 

Notice of Cash Allocations 

National Capital Region 

nongovernment organization 

National Justice Information System 

national government agency 
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NPS 

National Payroll System 

NTP 

notice to proceed 

ODESFA 

Office of the Deputy Executive Secretary for Finance and 
Administration 

ODESGA 

Office of the Deputy Executive Secretary for General 
Administration 

ODESLA 

Office of the Deputy Executive Secretary for Legal Affairs 

OES 

Office of the Executive Secretary 

OGP 

Open Government Partnership 

OMB 

Office of the Ombudsman 

OP 

Office of the President 

OPAPA 

Office of the Presidential Adviser on Political Affairs 

OPIF 

Organizational Performance Indicator Framework 

OSG 

Office of the Solicitor General 

OVP 

Office of the Vice President 

PAO 

Public Attorney’s Office 

PBB 

performance-based bonus 

PBR 

Philippine Business Registry 

PCDSPO 

Presidential Communications Development and Strategic 
Planning Office 

PCF 

Performance Challenge Fund 

PCOO 

Presidential Communications 
Operations Office 

PDAF 

Priority Development Assistance Fund 

PDMF 

Project Development and Monitoring Facility 

PhilGEPS 

Philippine Government Electronic Procurement System 

PI 

performance indicator 

PIA 

Philippine Information Agency 

PKI System 

Public Key Information System 

PLLO 

Presidential Legislative Liaison Office 

PMO 

Project Monitoring Office 

PMS 

Presidential Management Staff 

PO 

people’s organization 

PS 

personnel services 

RA 

Republic Act 

RATE 

Run After Tax Evaders 

RATS 

Run After the Smugglers 

RIPS 

Revenue Integrity Protection Service 

SB 

Senate Bill 

SGH 

Seal of Good Housekeeping 

SOA 

Summary of Agreements 

SWS 

Social Weather Stations 

TISP 

Transition Investment Support Plan 

TOR 

terms of reference 

TWG 

Technical Working Group 

ZBB 

zero-based budgeting 
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HUMAN DEVELOPMENT AND POVERTY REDUCTION 


Agrarian Reform 

ARB 

ARC 

CADT 

CALT 

CLOA 

CLUP 

DAR 

FAO 

LAD 

NOC 


Education 

BALS 

BESRA 

CHED 

COCOPEA 

DepEd 

ECE 

FLEMMS 

GASTPE 

HEIs 

SUCs 

TESDA 

TVET 


Health 

BEmONC 

BHS 

BnB 

CBR 

CDR 

CEmONC 

CHT 

DOH 

DttB 

FDA 

FPS 

HFEP 

HIV/AIDS 


agrarian reform beneficiary 
agrarian reform community 
Certificates of Ancestral Domain Title 
Certificates of Ancestral Land Title 
Certificate of Land Ownership Award 
Comprehensive Land Use Plan 
Department of Agrarian Reform 
Food and Agriculture Organization 
land acquisition and distribution 
notice of coverage 


Bureau of Alternative Learning Systems 
Basic Education Sector Reform Agenda 
Commission on Fligher Education 

Coordinating Council of Private Educational Associations 
Department of Education 
early childhood education 

Functional Literacy, Education, and Mass Media Survey 
Government Assistance to Students and Teachers for Private Education 
higher education institutions 
state universities and colleges 

Technical Education and Skills Development Authority 
Technical-Vocational Education and Training 


Basic Emergency Obstetrics and Newborn Care 

Barangay Health Station 

Botika ng Barangay 

crude birth rate 

crude death rate 

Comprehensive Emergency Obstetrics and Newborn Care 

Community Health Team 

Department of Health 

Doctors to the Barrios 

Food and Drug Administration 

family planning services 

Health Facility Enhancement Program 

human immunodeficiency virus/acquired immune deficiency 
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KP 

NHIP 

NNC 

PHIC 

RH 

Pinoy MD 
RHMPP 
RHUs 
TFR 

RN HEALS 

U5MR 

WHO 


Housing 

CMP 

HDMF (Pag-IBIG) 

HGC 

HLURB 

HUDCC 

KSAs 

MRBs 

NHA 

UDHA 


syndrome 

Kalusugan Pangkalahatan 

National Health Insurance Program 

National Nutrition Council 

Philippine Health Insurance Corporation 

Reproductive Health 

Pinoy Maging Doktor Program 

Rural Health Midwives Placement Program 

rural health units 

total fertility rate 

Registered Nurses for Health Enhancement And Local Service 
under-five mortality rate 
World Health Organization 


Community Mortgage Program 

Home Development Mutual Fund 

Home Guaranty Corporation 

Housing and Land Use Regulatory Board 

Housing and Urban Development Coordinating Council 

key shelter agencies 

medium-rise buildings 

National Housing Authority 

Urban Development and Housing Act 


Labor and employment 


BLES 

CBEP 

DOLE 

GSIS 

LFPR 

LFS 

NPR 

PESOS 

POLOs 

PRC 

TIPC 


Bureau of Labor and Employment Statistics 
Community-Based Employment Program 
Department of Labor and Employment 
Government Service Insurance System 
labor force participation rate 
Labor Force Survey 
net participation rate 
public employment service offices 
Philippine overseas labor offices 
Professional Regulation Commission 
Tripartite Industrial Peace Council 


ECONOMIC DEVELOPMENT 


Agriculture 

APTC Agri-Pinoy Trading Center 

BAS Bureau of Agricultural Statistics 
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BFAR 

DA 

FMR 

FSSP 

LBP 

MAV 

NFA 

NIA 

NIS 

PCA 

PTFCL 


Energy 

ABEP 

CNG 

DOE 

EPIRA 

ERB 

ERC 

EREP 

GW 

IAEA 

IPPs 

IPPA 

KW 

kWh 

LNG 

LPG 

MTOE 

MW 

mWh 

PECR 

NAPOCOR 

NEA 

NREB 

NREP 

PNOC 

PSALM 

RCOA 

RE 

TRANSCO 

TSC 

WESM 


Bureau of Fisheries and Aquatic Resources 

Department of Agriculture 

farm-to-market road 

Food Staples Sufficiency Program 

Land Bank of the Philippines 

minimum access volume 

National Food Authority 

National Irrigation Administration 

National Irrigation Systems 

Philippine Coconut Authority 

Presidential Task Force on Coco Levy 


Accelerated Barangay Electrification Program 

compressed natural gas 

Department of Energy 

Electric Power Industry Reform Act 

Energy Regulatory Board 

Energy Regulatory Commission 

Expanded Rural Electrification Program 

gigawatt 

International Atomic Energy Agency 

independent power producers 

independent power producers administrator 

kilowatt 

kilowatt hour 

liquefied natural gas 

liquefied petroleum gas 

million tons of oil equivalent 

megawatt 

megawatt hour 

Philippine Energy Contracting Round 

National Power Corporation 

National Electrification Administration 

National Renewable Energy Board 

National Renewable Energy Program 

Philippine National Oil Company 

Power Sector Assets and Liabilities Management 

retail competition and open access 

renewable energy 

National Transmission Corporation 

transition supply contract 

wholesale electricity spot market 
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Infrastructure 


BOT 

CAB 

CAAP 

CSR 

DEO 

DPWH 

DMIA 

DOTC 

FAA 

ICAO 

LRTA 

LTFRB 

LTO 

LWUA 

MIAA 

MRO 

MWSS 

NAIA 

NTC 

PIDF 

POPSTIRP 

Project 

PPA 

PTAP 

RROW 

Ro-Ro 

TRASMA 


Macroeconomy 

ADB 

AFAB 

AMLC 

APECO 

AusAid 

BCDA 

BOI 

BOP 

BPO 

BSP 

BTr 

CDA 

CDC/CFZ 

CEZA 


build-operate-transfer 

Civil Aeronautics Board 

Civil Aviation Authority of the Philippines 

corporate social responsibility 

District Engineering Office 

Department of Public Works and Highways 

Diosdado Macapagal International Airport 

Department of Transportation and Communications 

Federal Aviation Administration 

International Civil Aviation Organization 

Light Rail Transit Authority 

Land Transportation Franchising and Regulatory Board 

Land Transportation Office 

Local Water Utilities Administration 

Manila International Airport Authority 

maintenance, repair and overhaul 

Metropolitan Waterworks and Sewerage System 

Ninoy Aquino InternationalAirport 

National Telecommunications Commission 

Philippine Infrastructure Development Fund 

Post Ondoy and Pepeng Short Term Infrastructure Rehabilitation 

Philippine Ports Authority 

Public Transport Assistance Program 

road right-of-way 

roll-on/roll-off 

Presidential Task Force on Transportation Strikes and Mass Actions 


Asian Development Bank 

Authority of the Freeport Area of Bataan 

Anti-Money Laundering Council 

Aurora Pacific Economic Zone and Freeport Authority 

Australian Government Overseas Aid Program 

Bases Conversion and Development Authority 

Board of Investments 

balance of payments 

business process outsourcing 

Bangko Sentral ng Pilipinas 

Bureau of the Treasury 

Cooperatives Development Authority 

Clark Development Corporation/Clark Freeport Zone 

Cagayan Economic Zone Authority 
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CPI 

consumer price index 

DBP 

Development Bank of the Philippines 

DOF 

Department of Finance 

DOT 

Department of Tourism 

DTI 

Department of Trade and Industry 

EDC 

Economic Development Cluster 

FDI 

foreign direct investment 

FGDs 

focus group discussions 

FS 

feasibility study 

FTA 

Free Trade Agreement 

FTAA 

Financial or Technical Assistance Agreement 

FOA 

Foreign Operations Administration 

FX 

foreign exchange 

FY 

fiscal year 

GDP 

gross domestic product 

GNI 

gross national income 

IMF 

International Monetary Fund 

1C 

Insurance Commission 

ICC 

Investment Coordinating Committee 

ICC-CC 

ICC-Cabinet Committee 

ICC-TB 

ICC-Technical Board 

IPAs 

investment promotion agencies 

IPO 

Intellectual Property Office 

IPP 

Investment Priorities Plan 

JVA 

joint venture agreement 

KOICA 

Korea International Cooperation Agency 

MICC 

Mining Industry Coordinating Council 

MSEs 

micro and small enterprises 

MSMEs 

micro, small, and medium enterprises 

NCC 

National Competitiveness Council 

NEDA 

National Economic and Development Authority 

NPAs 

Nonperforming assets 

NPLs 

Nonperforming loans 

NSCB 

National Statistical Coordination Board 

NSO 

National Statistics Office 

NTDP 

National Tourism Development Plan 

ODA 

official development assistance 

PSEi 

Philippine Stock Exchange Composite Index 

PDP 

Philippine Development Plan 

PEZA 

Philippine Economic Zone Authority 

PIP 

Public Investment Program 

PPP 

public-private partnership 

RB/COOP 

rural/cooperative bank 

RDC 

Regional Development Council 

TEV 

total economic value or total economic valuation 

VAT 

value-added tax 
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WB 

WTO 


World Bank 

World Trade Organization 


SECURITY, JUSTICE, AND PEACE 
Foreign Affairs 


ABAC 

APEC 

APT 

ARF 

ATN 

ASEAN 

BIMP-EAGA 

CFO 

CPC or CCP 

DFA 

DOC 

EAS 

EAVG 

EU 

FTSC 

H.H. 

H.M. 

H.R.H. 

ICC 

ICJ 

IMO 

IMT 

ITLOS 

JBIC 

JCBC 

JICA 

LAF 

ML AT 

OECD 

OFW 

OIC 

PH 

ROK 

SEANWFZ 
UNGA 
UN WTO 
US 
UN 


ASEAN Business Advisory Council 

Asia-Pacific Economic Cooperation 

ASEAN Plus Three 

ASEAN Regional Forum 

assistance to nationals 

Association of Southeast Asian Nations 

Brunei Darussalam-Indonesia-Malaysia- Philippines East ASEAN 
Growth Area 

Commission on Filipinos Overseas 

Communist Party of China or Chinese Communist Party 
Department of Foreign Affairs 

Declaration of Conduct of Parties in the South China Sea 

East Asia Summit 

East Asia Vision Group 

European Union 

Foreign Trade Service Corps 

His/Her Highness 

His/Her Majesty 

His/Her Royal Highness 

International Criminal Court 

International Court of Justice 

International Maritime Organization 

International Monitoring Team 

International Tribunal for the Law of the Sea 

Japan Bank for International Cooperation 

Joint Commission for Bilateral Cooperation 

Japan International Cooperation Agency 

Legal Assistance Fund 

Mutual Legal Assistance Treaty 

Organization for Economic Cooperation and Development 

overseas filipino workers 

Organisation of Islamic Cooperation 

Philippines 

Republic of Korea 

Southeast Asian Nuclear Weapon-Free Zone 
UN General Assembly 

United Nations World Tourism Organization 
United States 
United Nations 
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UNCHR 

UNCLOS 

UNDP 

UNEP 

UNFCCC 

UNHCR 

UNSC 

UPR 

VFA 

WMD 

WPS 

ZoPFF/C 


UN High Commissioner for Human Rights 

UN Convention on the Law of the Sea 

United Nations Development Program 

United Nations Environment Program 

United Nations Framework Convention on Climate Change 

UN High Commissioner for Refugees 

UN Security Council 

Universal Periodic Review 

Visiting Forces Agreement 

Weapons of Mass Destruction 

West Philippine Sea 

Zone of Peace, Freedom, Friendship and Cooperation 


Security/Peace and Order 


AFP 

AFPCC 

AFPMP 

AMCR 

ASG 

ATC 

Bl 

BJMP 

BuCor 

CBA 

CCE Rate 
CG 
CHR 
CMO 

CPP/NPA/NDF 

CPLA 
CSE Rate 
DDB 
DND 
DOJ 

DOJ-IACAT 

ED 

EJK/ELK 

IB 

ID 

IPSP 

J2 

J3 

J5 

J7 


Armed Forces of the Philippines 

AFP Command Center 

AFP Modernization Program 

average monthly crime rate 

Abu Sayyaf Group 

Anti-Terrorism Council 

Bureau of Immigration 

Bureau of Jail Management and Penology 

Bureau of Corrections 

Cordillera Bodong Administration 

crime clearance efficiency rate 

Commanding General 

Commission on Human Rights 

civil military operations 

Communist Party of the Philippines/New People’s Army/ 

National Democratic Front 

Cordillera People’s Liberation Army 

crime solution efficiency rate 

Dangerous Drugs Board 

Department of National Defense 

Department of Justice 

Department of Justice-Inter-Agency Council Against Trafficking 

enforced disappearance 

extrajudicial killings/extralegal killings 

infantry battalion 

infantry division 

Internal Peace and Security Plan 

Office of the Deputy Chief of Staff for Intelligence 

Office of the Deputy Chief of Staff for Operations 

Office of the Deputy Chief of Staff for Plans and Programs 

Office of the Deputy Chief of Staff for Civil Military Operations 
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KIA 

MARINA 

MILF 

MNLF 

NBI 

NDCP 

NICA 

NSA 

NSC 

OCD 

OPAPP 


killed-in-action 

Maritime Industry Authority 

Moro Islamic Liberation Front 

Moro National Liberation Front 

National Bureau of Investigation 

National Defense College of the Philippines 

National Intelligence Coordinating Agency 

National Security Adviser 

National Security Council 

Office of Civil Defense 

Office of the Presidential Adviser on the Peace Process 


PAMANA Program 
PATROL (Plan 2030) 

PCG 

PDEA 

PHRC 

PMA 

PA 

PAF 

PN 

PNP 

PSG 

PVAO 

TIP 

TCV 

WIA 


Payapa at Masaganang Pamayanan Program 

Peace and Order Agenda for Transformation and Upholding the 

Rule of Law 

Philippine Coast Guard 

Philippine Drug Enforcement Agency 

Presidential Human Rights Committee 

Philippine Military Academy 

Philippine Army 

Philippine Air Force 

Philippine Navy 

Philippine National Police 

Presidential Security Group 

Philippine Veterans Affairs Office 

trafficking in persons 

total crime volume 

wounded-in-action 


CLIMATE CHANGE ADAPTATION AND MITIGATION 


Environment and Climate Change 


ARCBC 

CBFM 

CCAMC 

CCC 

CENRO 

CLRF 

DENR 

ECC 

EIA 

EMB 

ERD 

FMB 


ASEAN Regional Center for Biodiversity Conservation 
Community-Based Forest Management 
Climate Change Adaptation and Mitigation Cluster 
Climate Change Commission 

Community Environment and Natural Resources Officer 
Contingent Liability Rehabilitation Fund 
Department of Environment and Natural Resources 
Environmental Compliance Certificate 
Environmental Impact Assessment 
Environmental Management Bureau 
Ecosystems Research and Development 
Forest Management Bureau 
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GHG 

GIS 

ICCAs 

ICRMP 

ISF 

LISCOP 

Participation 

LLDA 

LRA 

MBCO 

MGB 

mg/L 

NAMRIA 

NCCAP 

NDRRMC 

NDRRMF 

NGP 

NIPAS 

NOAH 

NRDC 

NSWMC 

NWRB 

PAGASA 

PAMB 

PAWB 

PCSD 

PCSD 

PENRO 

PHILVOCS 

PM 

PMDC 

PRRC 

RBCO 

RDRRMC 

READY 

TSP 

TSS 

|jg/Ncu.m 


greenhouse gas 

geographic information system 

Indigenous Communities Conservation Areas 

Integrated Coastal Resources Management Project 

integrated social forestry 

Laguna de Bay Institutional Strengthening and Community 

Laguna Lake Development Authority 
Land Registration Authority 
Manila Bay Coordinating Office 
Mines and Geosciences Bureau 
milligrams per liter 

National Mapping and Resource Information Agency 

National Climate Change Action Plan 

National Disaster Risk Reduction Management Council 

National Disaster Risk Reduction and Management Framework 

National Greening Program 

National Integrated Protected Areas System 

Nationwide Operational Assessment of Hazards 

National Resources Development Corporation 

National Solid Waste Management Commission 

National Water Resources Board 

Philippine Atmospheric Geophysical and Astronomical Services 
Administration 

Protected Areas Management Board 
Protected Areas and Wildlife Bureau 
Philippine Council for Sustainable Development 
Palawan Council for Sustainable Development 
Provincial Environment and Natural Resources Officer 
Philippine Institute of Volcanology and Seismology 
particulate matter 

Philippine Mining Development Corporation 
Pasig River Rehabilitation Commission 
River Basin Control Office 

Regional Disaster Risk Reduction Management Council 

Hazard Mapping and Assessment for Effective Community- 

Based Disaster Risk Management Project 

total suspended particulates 

total suspended solids 

micrograms per normal cubic meter 


SCIENCE AND TECHNOLOGY 


DOST Department of Science and Technology 

DOST-ICTO Department of Science and Technology - Information and 

Communications Technology Office 
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DTTB 

IT 

ICT 

RD or R&D 


digital terrestrial television broadcasting 
information technology 

information technology/information and communications 
technology 

research and development 


A 


a/ an / the 

These are known as articles. “The” is considered as a definite article because it refers to a specific person or thing. 
“A” and “an” are indefinite articles because they refer to general things, none in particular. So in “The president 
gave a speech,” only one person is being referred to, but in “A government official gave a speech,” the possibilities 
are many (which official gave the speech?). Cebu is “a” city in the Philippines (there are many others), but it is 
“the” oldest city in the country (only one city can be the oldest). 

When to use “a” or “an?” The general rule: “a” is followed by a word that starts with a consonant (a cat, a rule, 
a senator), “an” by a word that starts with a vowel (an elephant, an order, an eye). But a word that begins with 
a vowel but pronounced as if it begins with a consonant is preceded by “a” (a union representative, a one-shot 
wonder, a European country, a unique talent), with the exception: historical is preceded by an; the h is silent (an 
historical figure of great renown). 

“The” is a definite article indicates that its noun is particular. It may be something already mentioned, or it may be 
something uniquely specified (e.g., “She picked up a folder from the drawer. The folder was still in her hand as she 
walked out of the room”). 


The definite article can also be used for proper names, usually if the shorthand for a longer name has come into 
common usage. 

NO: Philippines is a member of ASEAN. 

YES: The Philippines is a member of ASEAN. 

(The Philippines is shorthand for the archaic "Philippine Islands. ”) 


NO: United States is a close ally. 

YES: The United States is a close ally. 

(The United States is shorthand for "the United States of America.") 


Note: Avoid needlessly omitting articles— even in headlines— to avoid misinterpretation. Articles help structure 
your sentence in a more communicative way. Brevity is only a tool in using plain language. If a sentence needs to 
be longer for the sake of clarity, so be it. 

NO: Woman eats pork. 

YES: The woman eats pork. 
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NO: Man arrested by police. 

YES: A man was arrested by the police. 

a total of 

Use only when capping a breakdown of figures. Omit otherwise. 

NO: The region will receive a total of P2.25 billion for the project’s implementation. 

YES: The region will receive P2.25 billion for the project’s implementation. 

across / across from 

Know the difference. The church stands across from the municipal hall (that is, the church faces the municipal 
hall), but it stands across the road (the church and municipal hall are separated by a road). You can also say that 
the church stands across the road from the municipal hall. 

act (law) 

Capitalize when part of the name of legislation: “The Reproductive Health Act of 2013.” 

action 

Action is a noun (a plan of action), sometimes an adjective (an action plan). Do not use it as a verb (to action). 
Prefer act on. 

NO: We need to action the recommendations from the committee. 

YES: We need to act on the recommendations from the committee. 

actionable 

A legal term meaning giving ground for a lawsuit. 

Discrimination based on age, gender, or religious belief is actionable, 
so be sure to avoid it. 

Do not use it to mean can be acted upon. 

NO: The information we have is actionable for filing a complaint. 

YES: We have sufficient information for filing a complaint. 


AD 

Stands for anno Domini, or the year of Our Lord. No need to spell it out. Use only for historical content that involve 
different eras (i.e., BC); otherwise a year is presumed to be in AD by default. 

addresses 

Use abbreviations such as “St.,” “Ave.,” and “Blvd.” in line addresses. Spell them out when they stand alone in text: 
“J.P. Laurel St., Malacanang, San Miguel, Manila,” but “St. Jude Parish is also located along J.P. Laurel Street.” 

administration 

Lowercase: “the present administration,” “The Ramos administration.” 


STYLE GUIDE FOR THE GOVERNMENT 


61 



adult 

Applies to all persons 18 and above. 

affect / effect 

To affect means to have an impact on. To effect means to cause to happen. 

The storm affected many provinces. 

The new hiring guidelines have effected a decline in turnover. 

aforementioned 

Avoid. Prefer simpler, less pompous ways to refer to something previously mentioned, such as previously 
mentioned, mentioned earlier, or this. 

NO: For the aforementioned reasons, we recommend that the project be abandoned. 

YES: For the above reasons, we recommend that the project be abandoned. 

YES: For these reasons, we recommend that the project be abandoned. 

afterward 

Use “afterward” instead of “afterwards.” 

age 

Ages are generally expressed in exact figures. Approximate ages should also be expressed in figures. 

She just turned 22 yesterday. 

Anne is 9 and Jan is 17. 

Her daughter is 2 years and 7 months old. 

His grandmother is nearly 80. 

See also numbers 

agenda 

Even though agenda began as the plural form of the Latin agendum, its use as a singular noun has become 
standard. It therefore takes a singular verb. See also subject-verb agreement. 

The candidate may say lofty things, but his agenda is really his own advancement. 

The agenda for the meeting has not been changed. 

aid / aide 

Aid means help. An aide is an assistant. 

AIDS 

No need to spell out “acquired immunodeficiency syndrome,” unless the content discusses AIDS in depth. Do 
not call AIDS “AIDS/HIV” by default, because a person can have human immunodeficiency virus without having 
AIDS. 
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air base 

Two words: “Villamor Air Base” 

aircon 

Use “air conditioning,” “air-conditioned,” and “air conditioner.” 

airport 

One word. Capitalize when attached to an official name: “the Ninoy Aquino International Airport (NAIA),” “the 
Loakan Airport in Baguio,” but “the Baguio airport. ” See also NAIA. 

aggrupation 

Avoid. Use group, organization, affiance, or other such word. 

Air Force, the 

Capitalize when referring to the Philippine Air Force (abbreviated as “the PAF”). 

Allah 

The Arabic word for God. Capitalized. Often used in content written especially for a Muslim audience (e.g., 
Islamic holiday greetings). 

all time 

Hyphenate as a modifier: “Unemployment is at an all-time low.” 

al- Qaida 

Lowercase “a” except when beginning a sentence. 

alumni 

“Alumnus” (singular) and “alumni” (plural) refer to male graduates of an institution; “alumna” (singular) and 
“alumnae” (plural) refer to female graduates. “Alumni” may also refer to a group of men and women. Use the 
gender-neutral “graduate” when applicable. 

AM / a.m. 

No need to spell out amplitude modulation, the system of radio transmission (i.e., “AM radio”). Ante meridiem, 
or “before noon,” is written down as “a.m.” (“The event will start at 10 a.m.”) . Post meridiem, or “after noon,” is 
written down as “p.m.” See time. 

amend 

When Congress revises enacted laws. 

America / American 

Use “United States” and “US,” respectively. 

amongst 

Use among. 
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amidst 

Use amid or in the midst. 


anniversary 

Lowercase. Avoid redundancy. Say, for example, “third anniversary” instead of “third-year anniversary.” 

ampersand (&) 

Avoid using ampersands in place of “and,” unless it is part of the name of a brand, company, business, or 
publication. 

annual 

Does not apply to first events of the kind; do not say “first annual.” Lowercase (e.g., “The second annual meeting of 
the Lion Society of Guadalupe”). 

Anonymous (internet group) 

Anonymous is a loosely organized group of internet hackers. Acts done in the organization’s name will often have 
to be attributed to “persons claiming to be part of the hacker collective Anonymous.” 

anonymous sources 

Public information offices do not use anonymous sources. If an anonymous individual is involved in a story or 
development, quote an official who is authorized to comment or make a statement on the issue. 


anti- 

Not usually followed by a hyphen when it comes before a common noun (a noun that starts with a lowercase 
letter). Hyphenate when it comes before a proper noun. 

antichrist, anticoagulant, antidepressant, antiestablishment, antihero, 

antihistamine, antimissile, antivirus 

anti-Islam sentiment, anti-WHO protesters, anti-HIV 

BUT anti-vaccination movement, anti-bullying laws 

anticipate / expect 

Anticipate means to expect and prepare. So, to say “We expected the dry spell” does not account for the 
preparations made. 

any time 

Write as two words; “anytime” is for informal use. 

APEC 

Stands for Asia-Pacific Economic Cooperation. 

apostolic delegate 

See papal nuncio. 
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app 

Short for “application,” but there is no need to spell it out at first mention. Instead, define it: a computer program 
that runs inside and expands the function of another service or device, such as cellphones. 

Armed Forces, the 

Capitalize when referring to the Armed Forces of the Philippines (abbreviated as “the AFP”). 

Army, the 

Capitalize when referring to the Philippine Army. Use the shortname instead of the abbreviation (“the PA”). 

as per 

Use alternatives when possible. 

NO: As per the advice of my doctor, I will take a vacation to reduce stress. 

YES On the advice of my doctor, will take a vacation to reduce stress. 

NO: The regulations are now in place, as per Executive Order No. 5. 

NO: The regulations are now in place, by virtue of Executive Order No. 5. 

assembly 

Capitalize when referring to the proper name of a house of legislature, such as the Philippine Assembly— the lower 
house of the Philippines from 1907 to 1916. . 

assistant 

Do not capitalize, unless part of a formal title: “Assistant Executive Secretary Juan dela Cruz.” 

associate 

Do not capitalize, unless part of a formal title: “Associate Justice Juan dela Cruz.” 

ATM 

No need to spell out “automated teller machine” at first mention. Do not say “ATM machine”; it would be redundant. 

attorney / lawyer 

An attorney is someone empowered to represent someone else; a lawyer is a person authorized to practice 
in the courts— an attorney at law. Do not use as a formal title in text. However, exceptions may be made for 
correspondence. 

avail 

A reflexive verb; that is, the receiver of the action is also the one carrying it out. Avail should always be followed by 
a pronoun indicating the receiver of the action. 

NO: We availed of the discount. 

YES: We availed ourselves of the discount. 

NO: She availed of the opportunity to get an upgrade. 

YES: She availed herself of the opportunity to get an upgrade. 
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AWOL 

No need to spell out “absent without leave” at first mention. 


B 


Bachelor of Arts / Science 

But “a bachelor’s degree.” 

base 

“Base on,” not “base from” or “base off of.” As in, “The findings are based on firm and extensive evidence.” 

BC 

No need to spell out “before Christ.” Use only for historical content that involve different eras; otherwise a year is 
presumed to be in AD by default. See eras. 

biannual / biennial 

Biannual means twice a year. Biennial means every two years. Also see annual and bimonthly. 

bill 

Proposed legislation under consideration by Congress for passage into law. Once it passes into law, a bill is called a 
republic act. 

bimonthly 

Every other month. Also see annual and biannual. 

bird flu 

Common-use term for avian influenza. Use for informational purposes. 

blackout / brownout 

A “brownout” is a temporary voltage reduction to conserve electric power. For area- wide power failures, use 
“power outage” or “blackout” for brevity. 

blog 

Common short name for, and prefered word over, “web log.” A blog is usually a personal website with entries 
arranged chronologically. A “blogger” is an independent citizen who writes and publishes a blog (versus a 
journalist, who writes for a media organization, and who is under the purview of its editorial and ethical policies). 

board 

Capitalize when part of a proper name: “The President convened the National Economic and Development 
Authority Board.” 

Boy Scouts 

“Boy Scouts” is the acceptable term for the Boy Scouts of the Philippines. But write the name in full for other 
branches of the international organization, such as the Boy Scouts of America. 


66 


STYLE GUIDE FOR THE GOVERNMENT 



brand names 

Capitalize brand names, but avoid using them in place of common nouns. Say “photocopy” instead of “Xerox”; say 
“bandage” or “adhesive bandage” instead of “Band-Aid.” 


broadcast 

As a verb, “broadcast” applies to both past and present tense. Do not say broadcasted. 

building 

It is acceptable to abbreviate building to “Bldg.” for the sake of brevity, in address lines, for example, in business 
cards. However, always spell it out in the text: “Our offices are housed in the New Executive Building, Malacanan 
Palace.” 

bulk 

Means the greater part, so main bulk is redundant. 

bureau 

Capitalize when part of an agency’s name: “The Bureau of Internal Revenue is expanding its personnel. A call for 
applications was published on the bureau’s website.” 

byline 

Only use a byline for material attributable to individuals, such as government officials issuing statements or think 
pieces. General releases and statements made in the name of a department or agency require no byline. 

c 


Cabinet 

Uppercase when referring to the president’s council of high officials and advisers. 

calendar day 

The term for all the days of the week, including weekends. It is used in contrast to “work day,” or “weekday,” such 
as in the case of effectivity dates of new laws of presidential issuances. 

To clarify, for example, that newly signed legislation becomes effective 15 days after its passage, and that these 15 
days include weekends and holidays, say “The law will become effective after 15 calendar days.” See also fiscal year. 

caliber 

Caliber is expressed in decimal figures with no leading zero: “She carried a .45-caliber pistol.” 

canal 

A narrow waterway. Interchangeable with “estero.” Both estero and canal have a local negative connotation, 
however, especially in the context of urban settings, where most canals are perceived to be polluted. Use 
“waterway” interchangeably to offset this perception. Capitalize when part of a proper name: “Panama Canal.” 

cannon / canon 

A “cannon” is a large gun. “Canon” pertains to established rules and standards in a variety of fields, such as in 
scripture, music, or fiction. 
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canvas / canvass 

A “canvas” is a thick cloth. A “canvass” is a survey, or the act of conducting a survey. 

capital 

The city that houses the seat of power of the national government. Lowercase: “Manila remains the capital city 
of the Philippines, but the administrative and political centers of the national government are spread throughout 
Metro Manila.” See Manila. 

captain 

Both a military/police rank and a generic term for a leader of a team or a ship’s crew, or for a person of influence in 
an industry (a captain of the industry). Capitalize only when attached to a name to express rank. 

carabao 

Acceptable term when referring to the domesticated water buffalo. The carabao is a beast of burden important in 
Philippine agriculture and rural culture. See tamaraw. 

cardinal 

A bishop of the Roman Catholic Church who ranks immediately below the pope, and who is a member of the 
College of Cardinals, from which a new pope is chosen when a previous pontif resigns or passes away. According 
to Catholic tradition, the full formal name of a cardinal is written with the title “Cardinal” after the personal name 
and before the surname: “Juan Cardinal dela Cruz”; “Jaime Cardinal Sin.” 

Catholic 

Capitalize when describing a member of the Roman Catholic Church, or when referring to its belief system. 
“Roman Catholic,” “the Catholic Church,” “Catholicism” are all acceptable terms. Write “catholic” in lowercase if 
it is used as a synonym for “universal.” 

CD 

No need to spell out “compact disk” at first mention. 

celebrant 

Use celebrant to refer to someone who conducts a religious rite, such as the Eucharist (“Bishop de la Cruz was the 
celebrant”). Otherwise, use celebrator, attendees, or participants. 

In the context of birthdays, the proper word to use would be celebrator; however, the term “birthday celebrant” 
enjoys such abundant usage, and is therefore acceptable. 

cellphone 

One word. Use in place of cellular phone. Use in place of “smartphone,” unless when highlighting the difference 
between a regular cellphone and a smartphone. See smartphone. 

Celsius 

Capitalize. Use the Celsius system in place of Fahrenheit. Convert if possible. 
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central bank 

A bank that controls a country’s monetary policy. Only capitalize when part of a proper name: “The European 
Central Bank.” Otherwise, keep it lowercase: “The Bangko Sentral ng Pilipinas (BSP) is the central bank of the 
Philippines”; “The Federal Reserve is the central banking system of the United States.” 

centavo 

Currency denoting one-hundredth of a Philippine peso. Usually expressed as numeral decimals (e.g., “P200.50”; 
“50 centavos”), but at the start of a sentence: “Two hundred pesos and fifty centavos.” See peso. 

centuries 

When referring to centuries, follow the rules for writing numbers as numerals or spelling them out. 

Constantine I ruled the Roman Empire during the fourth century 
the beginning of the 21st century. 

AVOID: The 1880s and ‘90s were a period of colonial expansion. 

AVOID: The 1880’s and 1890’s were a period of colonial expansion. 

USE: The 1880s and 1890s were a period of colonial expansion. 

See also numbers 

CEO 

No need to spell out “chief executive officer” at first mention. However, spell out other similar but less familiar 
positions at first mention, such as chief operating officer (COO) and chief technology officer (CTO). 

Cha-cha 

A nickname for the movement for constitutional reform in the Philippines, or charter change. Spell out as “charter 
change” except in casual text or speech. 

chain saw 

Two words. 

chair / chairman / chairwoman 

The person (or entity) who leads or presides over a meeting, organization, committee, event, or department. 
Capitalize as the formal title before a name: “Chairman Juan dela Cruz of the Commission on Elections,” but “The 
Philippines will chair the World Health Organization Regional Committee for the Western Pacific Region.” 

chief justice 

Capitalize as part of a name as a formal title, or when the word is a stand-in for the name of a sitting chief justice. 
See justice. 

China 

“China” is acceptable at first mention to refer to the People’s Republic of China, which includes Hong Kong, 
Macau, and the Chinese mainland. When referring to the Republic of China in the island of Formosa, use 
“Taiwan”; Use “Chinese Taipei” for APEC-related articles about Taiwan. See APEC. 
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Chinese names 

Chinese names place surnames first and given names second: “Deng Xiaoping,” then “Chairman Deng” at 
subsequent mention. Use the name-surname order when someone of Chinese descent or nationality adopts a 
western name: “Henry Sy.” 

However, by default, use an individual’s preferred name order and spelling. 

Christian 

General term for believers in the teachings of Jesus Christ. 

The term Christian is sometimes used to differentiate the difference between members of the Roman Catholic 
Church and other movements, such as Protestantism. However, when possible, use the proper names of 
congregations: 

“The Philippines has one of the largest Christian populations on Earth”; “Roman Catholicism is the dominant 
religion in the Philippines”; “He is a member of the Episcopal Church in the Philippines.” 

Christmas 

A nationwide regular holiday that falls yearly on December 25. The President and other officials usually issue 
messages to celebrate the occasion. 

church 

Capitalize as part of the formal name of a congregation or building, or as a short name for the Roman Catholic 
Church after spelling it out at first mention. Use the lowercase when used as an institutional sense or as a 
metonym for religion: “the separation of church and state.” 

city 

Cities are usually cited in text along with the province and/or country in which they are located (e.g., Dagupan, 
Pangasinan; Reykjavik, Iceland). Prominent cities of common knowledge (even in local knowledge) are exempted 
from this. Some examples: London, New York, Beijing, Tokyo, Paris, Mexico City, Toronto, Manila, Davao City, 
Cebu City, Laoag, Baguio. 

When the name of a city is prefixed for clarity with the phrase “the City of,” capitalize the word city. Use the 
lowercase when it is not attached to a name. 

city hall 

Capitalize when referring to a particular city hall: “Quezon City Hall”; “Manila City Hall”; but “the city halls of 
Makati and Marikina.” 

Coalition 

An alliance of organizations, usually political parties in the context of government. See party. 

Coast Guard 

Capitalize when referring to the Philippine Coast Guard. “Coast Guard,” the short name, is preferred to the 
abbreviation “PCG.” 
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The Coast Guard was transferred under civilian command in 2010. It was previously a part of the Navy. It is now 
an “armed and uniformed service attached to the Department of Transportation and Communications.” 

colloquial 

Refers to informal speech; usually the informal use of English and Filipino, which are both official languages of the 
Philippines. Generally avoided in official publications, but some levity (within set guidelines) is allowed in media 
where informality is par for the course, such as online social media. 

commander in chief 

The leader of the Armed Forces. In the Philippine context, the president. Capitalize when part of a formal title 
attached to a name. 

Commonwealth, the 

Capitalize. The Commonwealth of the Philippines was a ten-year transition period from American colonial rule 
to independence. “The Commonwealth,” “the Commonwealth era,” and “the Commonwealth period,” are all 
acceptable forms at first mention. When referring to the community of nations formerly under British colonial 
rule, say “the British Commonwealth.” 

compass points and regions 

Compass points are lowercased when they refer to directions or function as adjectives. 

north, east, south, east, northeast, northwest, southeast, southwest, southern islands, 
northern coast 

They are capitalized when they refer to regions of a country or are part of a name. 

Middle East, Near East, North Pole, South Africa, the Midwest (of the US), Western Hemisphere, the West (when 
referring to the culture of the Western Hemisphere) 

Congress 

Capitalize. Congress refers to both houses of the legislature: the Senate and the House of Representatives. 
Congress is often mistakenly used as the term for only the House of Representatives, which is just one of the two 
houses of Congress. 

Avoid using the terms “upper house” and “lower house” of Congress, except in an historical context. (The Senate 
is sometimes referred to as the upper house because it used to convene in an upper floor of the old Legislative 
Building in Manila.) 

Congress also refers to the term of each legislative body, which begins and ends after an election. In this context, 
each congress is referenced with a proper name, the current (2016) congress being the 16th Congress. The count 
began in 1946, was stalled when Congress was padlocked in 1973, and resumed in 1987. 

congressional 

Capitalize only if part of a proper name: “Congressional Avenue”; “congressional district”; “congressional 
allocation.” 
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congressman 

A member of the Philippine House of Representatives. Capitalize only if attached to a proper name. First 
reference: “Rep. Juan dela Cruz of the 1st Congressional District of Quezon City.” Subsequent reference: 
“Congressman dela Cruz.” 

consider 

In most cases, consider should not be followed by “as” or “to be.” 

NO: The new recruit is considered to be the most promising of his batch. 

YES: The new recruit is considered the most promising of his batch. 

NO: Consider it as a compliment. 

YES: Consider it a compliment. 

constitution 

“The Constitution” can be used as first reference for the Constitution of the Republic of the Philippines, which 
was ratified in 1987 (“the 1987 Constitution”). 

Also capitalize the following Philippine constitutions: the 1986 Freedom Constitution, the 1973 Constitution, the 
1943 Constitution, the 1986 Constitution, the 1935 Constitution, and the 1899 Malolos Constitution. 

Use lowercase for the generic term: “the organization’s constitution.” 

consulate 

An office, headed by a consul, that handles the needs of Filipinos abroad. Capitalize when referring to specific 
offices: “The Philippine Consulate General in Guangzhou.” 

cope 

Should not be followed by up. 

NO: The conditions may be harsh, but we can cope up with them. 

YES: The conditions may be harsh, but we can cope with them. 

corps 

Capitalize when part of a proper name: “The Philippine Marine Corps”; but “the diplomatic corps.” 

council / counsel 

A “council” is decision-making body; a councilor is a member of this body. To “counsel” is to advise; a “counsel” or 
“counselor” is an advisor. 

coup d’etat 

Do not italicize. “Coup” is acceptable at first reference. 

court 

Capitalize the full proper name of all courts at all levels: “the Supreme Court”; “the Court of Tax Appeals.” 
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currency 

Symbols (and abbreviations for non-US/UK currencies) for units of currency generally precede the figure (e.g., £58.00, 
$4,580, P120). The exceptions are those written in full (e.g., 12 pesos). Use “$” for “$US” unless other dollar types are 
mentioned (e.g., $A, $HK) 

currently 

Usually redundant. Prefer now. 

NO: After serving as a justice of the Supreme Court, Conchita Carpio-Morales is 

currently the Ombudsman. 

YES: After serving as a justice of the Supreme Court, Conchita Carpio-Morales is 

now the Ombudsman. 

Or delete and use the present tense of the main verb of the sentence. 

YES: A former justice of the Supreme Court, Conchita Carpio-Morales is the 

Ombudsman. 

Better: use the present progressive form of the main verb of the sentence. This tense, involving verbs in -ing form, 
already convey an action underway in the present. 

NO: The proposal is currently under consideration. 

YES: The proposal is under consideration. 

YES: The proposal is being considered. 

cybercrime 

A criminal act involving a computer or a computer network and the electronic medium in which online 
communication takes place. 

Cyclones 

Powerful storms in the vicinity of the Philippines are known as tropical cyclones. The term hurricane does not 
apply to storms that enter the Philippine area of responsibility. An average of nine cyclones make landfall over the 
Philippines every year. See storm. 

czar 

A high-level presidential appointee dedicated to a specific area of concern. The title is informal; use the official 
title instead. For example, instead of saying “food security czar,” say “Presidential Advisor on Food Security.” 

D 


damages / damage 

“Damages” refers to money legally claimed or awarded as compensation for a loss or injury; not interchangeable 
with “damage,” which refers to destruction or harm. 
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data 

An unusual word. Data is supposed to be the plural form of datum, yet it is used commonly as a mass noun 
meaning information or evidence. Being a mass noun, data should take a singular verb (The data is not conclusive 
or The data is still being collected). Many people will find this usage difficult to accept, though, so be prepared for 
resistance. See also subject-verb agreement. 

dates 

When writing dates, use this format: month/day/year. When the year is included, the year is set off by commas 
before and after it, unless the year occurs at the end of the sentence. 

I celebrated my birthday last April 23. 

She was born on January 3, 1979. 

He sent the memo on November 18, 2012, but never received a reply. 

When dates are identified only by month and year, no internal punctuation is needed. 

He entered law school in June 2009 when he turned 23. 

Years are expressed in numbers regardless of how large or small they may be. No commas are used in the figures. 

Archaeological records indicated the area was occupied from 36 BC to AD 71. 

The Indus Valley was heavily populated between around 3500 BC and 2000 BC. 

Abbreviations of years drop the first two figures and substitute an apostrophe. See also numbers 

the class of ‘77 
the summer of ‘69 

AVOID: 1945-85 

USE: 1945-1985 

days of the week 

Capitalize and spell out in full. A week starts on Sunday, not Monday. 

deadline 

Should not be followed by on or at. 

NO: The deadline for submission is on April 30. 

YES: The deadline for submission is April 30. 

Deadline should not be qualified by final (because a deadline is already final). 

dean’s list 

Lowercase. “Dean’s list student” or “student on the dean’s list” is preferred to “dean’s lister.” 

decade 

See centuries, numbers 
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decimals 

Decimal amounts are indicated by using a period and numerals. For amounts less than 1, use the numeral zero 
before the decimal point (also called a “leading zero”). 

0.05 

0.73 

A decimal that is 1 or less takes a type of measurement that is singular. 

0.25 kilometer 
0.75 meter 

Note: Decimals should not exceed two places in textual matter unless special circumstances call for more decimal 
places. See also numbers. 

department 

Capitalize when referring to a proper name: “the Department of Education”; “the Department of the Interior 
and Local Government.” It is acceptable to use nicknames to shorten some department names: “the Agriculture 
Department”; “the Health Department.” Lowercase for plural use: “the departments of Health and Agriculture.” 

It is acceptable to use the phrase “the department” in place of acronyms on second reference. See the annex for a 
full list of government departments and offices. 

disabled / handicapped / impaired 

“Persons with disability” is an acceptable catch-all phrase. When possible, use these words in place of for 
example, “retarded” (mentally disabled), or “cripple” (physically disabled). Use “deaf” for only those with 
complete hearing loss, otherwise say partially deaf. Call someone in a wheelchair a wheelchair user. “Dwarf” is an 
acceptable term for people with dwarfism. 

discriminate 

Should be followed with a preposition such as against or according to. 

NO: The group has long felt discriminated because of its religious beliefs. 

YES: The group has long felt discriminated against because of its religious beliefs. 

YES: We should not discriminate according to economic status. 

diseases 

Lowercase (e.g., “arthritis,” “dengue.”), unless named after a person (e.g. “Alzheimer’s disease,” “Down syndrome”). 

district 

Spell out. Capitalize when referring to a specific place: “The 2nd District of Manila.” 

divorce 

As of the 16th Congress (2016), divorce is yet to become legal in the Philippines, with the exception of Muslim 
couples. Annulment is the closest such option available to most of the population. 
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DNA 

No need to spell out deoxyribonucleic acid on first reference. 

DNS 

Spell out “Domain Name System” on first reference. 

doctor 

Use “Dr.” or “Drs .” (plural) on first reference as a formal title before names. If a person’s name is preceded by “Dr.” 
to indicate a doctoral degree or a specialization other than medicine, make sure there is enough context in the text 
to make this clear to the reader. Do not use for individuals with honorary doctorates. 

dollar 

For instances where “dollar/s” refer to other non-US currencies in a single work, they should be specifically 
expressed. For formal usage, the ISO three-letter codes should be used. If only the US dollar is referenced in a 
work, “$” is sufficient. 


New Zealand dollar 

NZD 

Canadian dollar 

CAD 

Singapore dollar 

SGD 

US dollar 

USD 


do’s and don’ts 
download 

To get information from another server or computer. 

driver’s license 

Lowercase. 

DVD 

No need to spell out “digital video disc.” 

dwarf 

A person with dwarfism. The plural form is “dwarfs.” The plural word “dwarves” refers to the Tolkienian race of 
warrior craftsmen and miners. 


E 


earth 

Lowercase when in reference to the ground or to soil. Capitalize when used as the proper name of the planet. 

earthquakes 

The official source of information for major earthquakes is the Philippine Institute of Volcanology and 
Seismology. 
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Easter 

No need to be followed by the word “Sunday.” It falls on the first Sunday on the first full moon on or after March 
21, the date range being March 22 to April 25. The president and other high officials usually release messages to 
celebrate the occasion. 

ebook 

E. coli 

No need to spell out “Escherichia coli 0157:H7 bacteria” at first mention 

Ecstasy 

Capitalize Ecstasy and the names of other synthetic drugs. 

Eidul Adha 

A movable Muslim holiday that is proclaimed yearly. It translates to the “Feast of Sacrifice.” The spelling varies, 
but for consistency, use “Eidul Adha,” which is the variant used in the law that officiates the holiday. The president 
and other high officials usually release messages to celebrate the occasion. 

Eidul Fitr 

A movable Muslim holiday that is proclaimed yearly. It celebrates the end of Ramadhan, the Islamic holy month of 
fasting. The spelling varies, but for consistency, use “Eidul Fitr,” which is the variant used in the law that officiates 
the holiday. The president and other high officials usually release messages to celebrate the occasion. 

elderly 

There is usually no need to refer to a person as elderly. For services and privileges afforded to people who are of a 
certain age group, use the term “senior citizens.” 

Election Day 

Capitalize. Under the Constitution, elections for Congress and for city and municipal governments are held every 
second Monday of May, every three years starting May 1992. Presidential and vice presidential elections are held 
every second Monday of May eveiy sixth year starting May 1992. 

email 

There is no need to spell out “electronic mail” at first reference. 

embassy 

The office of an ambassador in a foreign country, which handles political relations with another nation. Capitalize 
when referring to a specific embassy: “The Philippine Embassy in Washington, DC,” “Embassy of France in 
Manila”; but “the embassy.” 

emcee 

Use “master of ceremonies,” especially for more formal events. 

emigrate / emigrant 

An emigrant leaves one country to immigrate to another. 
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emoticon 

A typographical symbol to indicate mood, often through a set of characters put together to look like a face. 

Also called smileys. :-) 

Do not use for official releases and statements. Acceptable for sparing use in social media. See also emoji. 

emoji 

A graphic symbol that represents an emotion, idea, or concept, used in text much the same way as emoticons. 

Do not use for official releases and statements. Acceptable for sparing use in social media. See also emoticon. 

emperor 

In the contemporary sense, only applicable to the ruling monarch of Japan; currently Emperor Akihito. Formally 
he is referred to as “His Imperial Majesty Emperor Akihito.” The empress of Japan is formally referred to as “Her 
Imperial Majesty Empress Michiko.” 

entitled 

The right to something. Often misused in place of titled. “He felt entitled to his position,” but “The book was titled 
Safe Haven.” 

envelop / envelope 

“Envelop” is a verb; “envelope” is a noun. 

Episcopal Church 

Refers to the Episcopal Church in the Philippines. No need to write the name in full. If referring to other such 
churches in other countries, specify: “The Episcopal Church of the United States.” 

Episcopalian 

Capitalize. Refers to a member of the Episcopal Church in the Philippines. If referring to other such churches in 
other countries, specify: “She is a member of the Episcopal Church of the United States.” 

epicenter 

The surface area right above the point underground that is the center of an earthquake. 

equator 

Lowercase. 

equipment 

Pieces of equipment or items of equipment, not equipments. 

eras 

The following are the most frequently used era designations. There is no need to spell them out at first mention in 
the text. 

before Christ (BC) 
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anno Domini (AD) 

before the Common Era (BCE) 

anno Hegirae (AH) 

Follow the rule on writing numbers when expressing years or centuries. 

367 BC 

fourth century BC 
14500 BP 

Note: When BC- or BCE-inclusive dates are expressed in ranges, the higher number comes first (e.g., “350-345 
BCE”). See also numbers 

eve 

Capitalize when used with the name of a holiday: “New Year’s Eve”; but “the eve of Independence Day.” 

every day / everyday 

Everyday means commonplace while every day means daily: “The boss leaves everyday tasks to his assistants, who 
send him email updates every day.” 


ex- 

If used with a formal title before a name, do not capitalize: “ex-President Estrada.” But it is preferred that this be 
avoided altogether by using the word former: “former President Estrada.” 

executive issuance 

The official orders, proclamations, and circulars released by the president. Formally defined as “Acts of the chief 
executive of the Philippines, whether in the exercise of the executive power or broader powers conferred by 
emergency or at particular periods.” The following are examples along with their official definitions: 

administrative orders - Acts of the President which relate to particular aspects of governmental operations in 
pursuance of his duties as administrative head shall be promulgated in administrative orders. 

executive orders - Acts of the President providing for rules of a general or permanent character in 
implementation or execution of constitutional or statutory powers shall be promulgated in executive orders. 

proclamations - Acts of the President fixing a date or declaring a status or condition of public moment or interest, 
upon the existence of which the operation of a specific law or regulation is made to depend, shall be promulgated 
in proclamations which shall have the force of an executive order. 

memorandum circulars - Acts of the President on matters relating to internal administration, which the 
President desires to bring to the attention of all or some of the departments, agencies, bureaus or offices of the 
Government, for information or compliance, shall be embodied in memorandum circulars. 

memorandum orders - Acts of the President on matters of administrative detail or of subordinate or temporary 
interest which only concern a particular officer or office of the Government shall be embodied in memorandum orders. 
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general orders - Acts and commands of the President in his capacity as Commander in Chief of the Armed Forces 
of the Philippines shall be issued as general or special orders. 

special orders - Acts and commands of the President in his capacity as Commander in Chief of the Armed Forces 
of the Philippines shall be issued as general or special orders. 

presidential decrees - Presidential Decrees were an innovation made by President Ferdinand E. Marcos with 
the proclamation of Martial Law. They served to arrogate unto the Chief Executive the lawmaking powers of 
Congress. Only President Marcos issued Presidential Decrees. In the Freedom Constitution of 1986, President 
Corazon C. Aquino recognized the validity of existing Presidential Decrees unless otherwise repealed. 

executive secretary 

Ranking member of the president’s Cabinet. The executive secretary heads the Executive Office (not the Office of 
the Executive Secretary). 

executive branch 

Lowercase. 


F 


fact-finding 

Hyphenate as an adjective. 

family names 

Referring to people with words that denote family relationships (e.g., mama, tita, uncle) is common, and is 
acceptable as a way to show endearment in more informal contexts such as in speeches and in social media. 
Capitalize when attached to a name: “Tita Cory will be remembered dearly.” 

Fahrenheit 

The temperature scale used in the United States. Use Celsius instead. 

FAQ 

Short for “frequently asked questions.” Do not use for an article that does not publish frequently asked 
questions obtained through some sort of feedback system. Call explanatory articles that are in question-and- 
answer format “Q&As.” 

Far East 

The Far East refers to the geographic location of “East Asia” (Japan, China, Taiwan, Korea) and “Southeast Asia” 
(The Philippines, Vietnam, Indonesia, Singapore, etc.) in relation to Europe. Use the latter two terms instead, or 
the “Asia-Pacific Region,” which covers both East Asia, Southeast Asia, and, often, Oceana. 

Use “North Asia” when referring to Japan and the Korean Peninsula. 

farm-to-market road 

A road that connects far-flung agricultural areas to market towns. 
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Father’s Day 

Western tradition sets Father’s Day on the third Sunday of June. However, it is officially celebrated on the first 
Monday of December every year, which was declared Mother’s Day and Father’s Day by President Joseph Estrada 
in 1999. 

female 

Use “female” as an adjective. Use “woman” as a noun. 

Ferris wheel 

Named after American engineer George Washington Gale Ferris Jr. Capitalize “Ferris.” 

fewer / less 

Use fewer if you can count the noun that follows. Use less if you cannot. 

“fewer coins, less money” 

fewer blades of grass, less green space 

focus, focused, focusing 

Spell with only one s, not two. 

Filipino 

The national language of the Philippines. 

“Filipino” is also the correct term for a citizen of the Philippines, both men and women. Use “Filipino” in English 
text; use “Pilipino” in Filipino text. 

As an adjective, “Filipino” is acceptable for use when describing matters related to people and culture (e.g., 
Filipino cuisine). However, use the word “Philippine” when referring to matters of geography (e.g., West 
Philippine Sea) and government (e.g., “the Philippine government”). 

first gentleman / first lady 

The host of Malacanan Palace and, traditionally, the spouse of the sitting president. Although it is an informal 
title, capitalize it when used part of a name. “First spouses” is an acceptable collective term. 

fiscal year (FY) 

A country’s 12-month accounting period. The Philippine fiscal year corresponds to a calendar year (CY)— January 
1 to December 31. Not all countries have fiscal years that correspond to the calendar year. 

follow-up 

Hyphenate as a noun and adjective. Use the two-word form as a verb. 

foot / feet 

A unit of measurement for length commonly used in the United States, based on an estimated average size of the 
human foot. 
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Acceptable for common usage that does not require precise measurement, such as when estimating the height of 
an individual. Otherwise, convert to metric equivalents when possible: A foot is equal to 30.48 centimeters. 

foot-and-mouth disease 

forgo / forego 

Forgo means to give up. Forego means to go before. A foregone conclusion is a conclusion that is obvious well 
before it arrives. 

If you forgo breakfast, you may feel weak by mid-morning. 

Most action movies are predictable. The victory of the hero, no matter how terribly he may 
suffer, is a foregone conclusion. 

The past tense of forgo is forwent; of forego, forewent. 


FM 

No need to spell out “frequency modulation,” the system of radio transmission (i.e., “FM radio”). Also see AM. 

fractions 

Simple fractions are generally spelled out and hyphenated. 

one-half cup of sugar 
one-third of the population 

Mixed fractions can be expressed in figures unless it is the first word of a sentence. 

The recipe uses VA cup of milk. 

Five and one-half percent was the maximum interest rate. 

See also numbers 

Frigidaire 

Abrand name. Use the generic “refrigerator” instead of “frigidaire” or “fridge” 

G 


general assembly 

Usually lowercase for events. Capitalize for the formal name of the ruling body of an organization: “United 
Nations General Assembly.” 

general 

Lowercase when not part of a person’s name and title. See personal titles under proper nouns. 

girl 

Use the word “girl” for those below 18 years old. Use “women” for those 18 years old and above. 
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Girl Scouts 

See Boy Scouts. 

Good Friday 

A Christian observance; it is the last Friday before Easter. A nationwide regular holiday. 

Google 

The US tech giant. As a verb, it is an informal word for performing an Internet search. Use phrases such as, “looked it 
up on Google,” or “performed a Google search” instead. 

government- owned and -controlled corporations 

These corporations are government-owned and government-controlled, hence the hyphens. Abbreviate as GOCC. 

government 

Lowercase. 

governmental 

Government is a noun as well as an adjective, so there is no need for governmental. So write government spending 
instead of governmental spending, and nongovernment organization instead of nongovernmental organization. 

governor 

Lowercase when not part of a person’s name and title. See personal titles under proper nouns. 

gross domestic product 

Abbreviated as GDP after first mention. The total value of the goods and services produced within the borders of 
the country within a year. The National Economic and Development Authority releases a report on the GDP every 
quarter. 


H 


habeas corpus 

Lowercase. The legal requirement to bring a jailed person before a court to find out if that person is indeed jailed. 

Hague, the 

Never just “Hague.” 

hajj 

Lowercase. The pilgrimage to Mecca required of Muslims at least once in a lifetime, if they can afford it. 

hangar 

A hangar is the structure. A hanger is used for clothes. 

headlines 

Write headlines in sentence case. Some unobscure abbreviation acceptable. 
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health care 

Two words. 

here 

Often used in text for an article with a location in the title or dateline. It is best to repeat the name of the location 
instead, for the reader’s convenience. 

hectare 

Equivalent to 10,000 square meters. If possible, do not use the abbreviation “ha” and instead spell out in all 
instances. 

Her Excellency / His Excellency 

Capitalize as the long-form formal title of high officials, such as heads of state. 

holidays 

Capitalize the names of holidays. Nationwide holidays are generally categorized as regular holidays and special 
non-working days, with regular holidays offering higher overtime pay. 

Regular holidays are: New Year’s Day, Maundy Thursday, Good Friday, Araw ng Kagitingan (the Day of Valor), 
Labor Day, Independence Day, National Heroes Day, Bonifacio Day, Christmas Day, and Rizal Day. 

Special nonworking days have included: the Chinese New Year, the anniversary of the EDSA People Power 
Revolution, Black Saturday, Ninoy Aquino Day, All Saints Day. 

A list of holidays is put into effect every yearly via presidential proclamation. 

Holy See 

The sovereign headquarters of the Roman Catholic Church in the Vatican. The Papal Nuncio, head of the 
Diplomatic Corps, is the representative of the Holy See to the Philippines. 

Holy Week 

The week before Easter. It is a Christian period of prayer and reflection. Holy Week also witnesses a massive 
exodus of vacationers from cities to the countryside, which the government oversees through travel safety 
programs. 

Holy See 

The sovereign headquarters of the Roman Catholic Church in the Vatican. The Papal Nuncio, head of the 
Diplomatic Corps, is the representative of the Holy See to the Philippines. 

House of Representatives 

Capitalize when referring to the House of Representatives of the Philippines, one of the two houses of Congress. 
Capitalize the short name: “the House.” Also see Congress. 

HIV 

Human immunodeficiency virus. See AIDs. 
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I 

i.e. 

Abbreviation for id est, the Latin for “that is.” Followed by a comma. 

impeachment 

The constitutional process of removing elected officials from office as a deterrent against abuse of office. After 
officials are impeached by a vote in the House of Representatives, they are tried by the Senate acting as an 
impeachment court. If found guilty, they are removed from office. Impeachment does not determine criminal guilt. 

in behalf of 

For the benefit of. See also on behalf of. 

Independence Day 

“Araw ng Kalayaan.” A regular holiday celebrated on June 12, the anniversary of the proclamation of Philippine 
independence in Kawit, Cavite, in 1898. The President usually leads ceremonies conducted in a landmark of 
historical significance to celebrate. Also see vin d’honneur. 

inflation 

A sustained increase in prices over long periods of time, resulting in a natural decrease in the value of money. High 
inflation indicates higher prices ofbasic commodities. The National Economic and Development Authority sends 
out reports on inflation. 

infrastructure 

A country’s public works in the form of roads, transportation systems, water utility systems, telecommunications 
systems, schools, hospitals, power plants, etc. 

Internet 

The worldwide network of computer networks that can communicate with each other. Capitalize; “the Net” is an 
acceptable short name for casual use. 

The World Wide Web is an information-sharing model that uses the medium that is the Internet, hence the two 
terms are not interchangeable. 

iPad / iPhone / iPod 

Portable communications and media devices from Apple Inc. When starting a sentence, use “IPad / IPhone / 

IPod.” 

infographic 

An illustration or diagram that aims to present information in a visual way in order to make it more digestible. 

information technology 

Abbreviate as “IT” after the first mention. 

initials 

Use periods and no spaces for initials with more than one letter: “F. Sionil Jose,” “J. J. Abrams.” 
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In fairness 

Not a local idiom. This phrase is perfectly acceptable. 

“In fairness, the performance was not bad.” 

“In fairness, he kept quiet about Mary’s habits.” 

in the process of 

Redundant. Avoid. 

NO: The candidates are in the process of being vetted. 

YES: The candidates are being vetted. 


IQ 

No need to spell out intelligence quotient at first mention. 

irregardless 

Never use. Use regardless. 

Islam 

One of the major monotheistic religions of the world. Capitalize “Islam” and the adjective “Islamic.” The adjective 
“Islamist” refers to an advocate of political Islam. The followers of Islam are called Muslims; they form the largest 
non-Catholic religious group in the Philippines. 

Two Islamic holy days— Eidul Ada and Eiul Fitr— are celebrated as official regular holidays in the Philippines. 

The dates of these holidays are determined by a lunar calendar, hence they fall on different dates every year. The 
President issues a proclamation officializing the date of both Islamic feasts once an official date has been announced 
by the National Commission on Muslim Filipinos 

its / it’s 

See (usage) pronouns 

The document came in an hour ago. Its contents are still unknown. 

The car is already outside. It’s time to go. 


J 


jeep/jeepney 

A type of all-purpose motor vehicle that is popular in the Philippines because of an abundance of leftover 
American military jeeps in World War II, which were modified for public and private use. Most of these jeeps can 
be classified into two kinds, according to their function as public transport or private vehicles. 

Use “public utility jeepney” or “jeepney” to refer to the popular transport vehicles designed to sit 18 to 20 people. 
Use the term “owner-type jeep” or “jeep” for the smaller version modified for private use. 

Capitalize when referring to the type of Chrysler all-terrain vehicle. 
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Jr./ Sr. 

Only use with full names, and do not precede with commas: “Benigno S. Aquino Jr.” 

judge 

Capitalize when attached before a name as the formal title of a person who presides over court: “Judge Juan dela 
Cruz of the Quezon City Regional Trial Court,” then just “dela Cruz” at subsequent mention. 

Lowercase for other uses, such as for people who are invited to judge in contests. 

judiciary 

The court system, which includes the Supreme Court, Sandiganbayan, the Court of Tax Appeals, and so on. 
Lowercase. Use “the judicial branch” when comparing with other branches of the government. 

justice 

A member of the Supreme Court. Capitalize when attached to a proper name as part of a formal title. “Justice” is 
the preferred title for senior associate justices and associate justices of the Supreme Court: “Juan dela Cruz has 
been appointed as an associate justice”; but “Justice Juan dela Cruz”; but “Chief Justice Juan dela Cruz.” 

K 


key 

Perfectly fine when used as a noun (keys to success). As an adjective, key is useful but overused. Do not use if it is 
not followed immediately by a noun. Prefer more precise words like important or crucial. 

NO: For sustained success, preparation is key. 

YES: Preparation is a key ingredient of sustained success. 

YES: Preparation is crucial to sustained success. 

kilogram 

A weight measurement under the metric system, equivalent to 1,000 grams. Use kilograms instead of pounds 
whenever possible. See measurements. 

kilometer (km) 

A measurement for distance under the metric system, equivalent to 1,000 meters. Use kilometers instead of miles 
whenever possible. See measurements. 

kilometers per hour 

Abbreviate as “kph” after the first mention in the text. No need to spell it out in titles, tables, and infographics. 

kilowatt-hour 

A measurement for the amount of energy consumed when 1,000 watts are used for one hour. Abbreviate as “kwh” 
after the first mention in the text. No need to spell it out in titles, tables, and infographics. 

king 

See proper names and titles. 
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Korean names 

The family name comes first: “Park Geun-hye,” then “Park” at second mention. Exceptions can be made for 
individuals of Korean orgins but who have adopted Western names, e.g., “Sandara Park.” 


L 


Labor Day 

A regular holiday celebrated nationwide on May 1. 

Languages 

Capitalize, e.g., “Filipino,” “English,” “Hiligaynon,” Russian.” By default, use the Anglicized name in English text, 
e.g., “Spanish” instead of “Espanol”; “Japanese” instead of “Nihongo. ” 

layout 

Layout is a noun. To lay out is the verb: If the layout of the magazine is not done in time, we need to lay out the 
different alternatives that we can pursue to get the information out. 

luggage 

Items of luggage, not luggages. 

lawyer 

Do not use as a formal title. See attorney. 

legislature 

Capitalize when used for the proper name of an official body, e.g., “the Philippine Legislature of 1907-1935.” For 
the Philippines’ modern bicameral legislature, use “Congress,” or “the legislative branch” when comparing with 
the other branches of government. 

lie in state 

Refers to the public viewing of the deceased during a state funeral. Traditionally, the body of a deceased president 
lies in state in the Rizal Ceremonial Hall, the largest room in Malacanan Palace. 

liter 

A measurement of volume under the metric system, equivalent to 1,000 milliliters. Use liters instead of ounces, 
quarts, or gallons whenever possible. See measurements. 

local government unit 

Lowercase. Although often abbreviated as LGU, use short names instead after its first mention in the text, when 
possible, e.g., “the local government,” “the city government,” “the provincial government.” 

M 

majority 

Should be preceded by a or the (as in, “A majority of voters have not chosen a candidate” or “The vast majority 
motor vehicles in the city are privately owned”). See collective nouns under subject-verb agreement. 
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majority leader 

Capitalize when part of a name as a formal title: “House Majority Leader Juan dela Cruz”; “Senator Juan dela Cruz 
is the majority leader.” 

Malacanan Palace / Malacanang 

Malacanan Palace is the official residence of the President of the Philippines. Malacanang refers to the compound 
of the Office of the President. Malacanang is also a metonym, or substitute, for the Philippine government (as in, 
Malacanang sent out an appeal for humanitarian assistance) in the same way that the White House is a metonym 
for the United States government (The White House is yet to comment on the incident). 

Manila 

Manila remains the capital city of the Philippines, but the administrative and political centers of the national 
government are spread throughout Metro Manila with the head offices of the executive (Malacanan Palace) and 
the judiciary (Supreme Court) both in Manila while the legislative branch is located in two separate locations 
across the metro: The House of Representatives in Quezon City and the Senate in Pasay City. 

Use Manila to refer to the City of Manila, capital of the Philippines; Manila can also be used as shorthand for 
Metropolitan Manila / the National Capital Region (NCR), the country’s largest urban area, which includes the 
City of Manila. As with most prominent cities, there is no need to specify the country when referring to Manila in 
text and datelines. 

Mansion House, the 

Official name of the president’s summer residence in Baguio 

Marines 

Capitalize when referring to the Philippine Marine Corps or its members. Use “the Marines,” or “the Marine 
Corps” instead of the abbreviation PMC after the first mention in the text. A Marine is a trooper of the Philippine 
Navy, not a soldier in the Philippine Army. 

martial law 

When referring to military rule imposed over a civilian territory, write martial law. When referring to the period 
the Philippines was put under martial law during the Marcos regime, write Martial Law. 

He argues that martial law was a necessary emergency measure. 

Many critics of the government were put in jail during Martial Law. 

master’s degree 

Use the possessive form. Also: “Doctorate,” not “doctoral degree.” 

measurements 

Figures should be used in expressing measurements of physical quantities (distances, lengths, areas, volumes 
weights, etc.). This manual also recommends the use of the metric system of abbreviations and symbols for 
measurements; these abbreviations and symbols are also preferred in scientific and technical texts. However, 
in nontechnical contexts and works, units of measurement may be expressed in their full form instead. See also 
numbers. 
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18 ha / 18 hectares 
23 km / 23 kilometers 
2 L / 2 liters 

500 mL/ 500 milliliters 

media 

Media is the plural form of medium, but its use as a singular noun has become standard. As a plural of medium, 
it should be used as a plural noun (as in, optical media like the CD and DVD are destined to become obsolete or 
The challenge is finding media that conduct electricity well and are affordable). When used as a broad term to 
refer to news and entertainment companies or the people who work in them, media becomes singular (The media 
goes straight to the public in the age of the internet or The media does not give science stories the coverage they 
deserve). Used this way, media becomes a collective noun. 

Because of the proliferation of different kinds of news and entertainment media, try to add an adjective to specify 
which kind you refer to (eg, news media, mass media, broadcast media, online media, social media). See also 
subject-verb agreement. 

memorandum of understanding / agreement 

Abbreviated as MOU and MOA respectively. Lowercase when spelled out. 

meter 

A measurement for length under the metric system, equivalent to 100 centimeters. Use meters instead of feet for 
precise measurements. See measurements. 

middle class 

Hyphenate as a modifier. 

middle initials 

Middle initials are upper case with a full stop afterward. Follow individual preference. Do not use them for 
individuals that do not use them publicly; and if they do, use their initial of preference. For example, President 
Benigno S. Aquino III uses the initial “S.” for Simeon, instead of “C.” for Cojuangco, from his mother’s maiden 
name. The same preference has been adopted by his namesakes, i.e., his father and grandfather; and by another 
president, Manuel L. Quezon. Others do not use middle initials at all, such as Gloria Macapagal-Arroyo. 

most number 

Redundant. Just say most (because most already means greatest in number). 

NO: Social media can create in us the desire to compete with each other to 

have the most number of followers. 

YES: Social media can create in us the desire to compete with each other 

to have the most followers. 

midget 

Considered offensive. Use dwarf instead, but only when referring to someone with a medical or genetic disorder to 
account for their height. 
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mile 

Often used for rhetorics (“our countrymen who are thousands of miles from their families”). If this is not the case, 
convert to kilometers when possible. 

million / billion 

See numbers. 

minority leader 

See majority leader. 

minus sign 

Use a hyphen; but pell out “minus” in the text when possible. 

Miss/ Mrs./ Ms. 

Courtesy titles are not needed for reportage, i.e., only a person’s last name can be mentioned after first reference, 
unless a title (e.g., president; secretary) is required. 

But if a courtesy title should be used, for almost every instance, use “Ms.” before a woman’s name. 

“Miss” emphasizes that a woman is single; “Mrs.” emphasizes that a woman is married. “Ms.” is neutral and 
professional. 

Mother’s Day 

Western tradition sets Mother’s Day on the second Sunday of May. However, it is officially celebrated on the first 
Monday of December eveiy year, which was declared Mother’s Day and Father’s Day by President Joseph Estrada in 
1999 . 

mountains 

Capitalize when part of the proper name of a mountain range: “The Sierra Madre Mountains.” The use of “Mt.” 
before the proper name of a mountain or volcano is acceptable at first mention. 

mouse 

“Mice” is the plural form for both the computer-input device and the small rodent. 

Mr. 

“Mr.” is the courtesy title for men and boys. Do not use “Master” for boys. See Miss / Mrs. / Ms. 

Muslims 

The term for a person whose religion is Islam. When referring to members of the Filipino Muslim community, use 
“Muslim Filipinos” instead of “Moros.” 

Myanmar 

Refers to the country (formerly Burma) and the language. Officially, the Republic of the Union of Myanmar. For 
the people, use “the people of Myanmar,” or “Myanmar people”; do not use “Burmese.” 
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N 


national anthem 

Lowercase “the national anthem.” The proper name of the Philippine national anthem is Lupang Hinirang (not 
Bayang Magiliw). 

NAIA 

Spell out the Ninoy Aquino International Airport at first mention. The Manila International Airport is an 
accepted alternative, but formally, use NAIA. Do not use “the NAIA airport”; it would be redundant. 

national government 

Lowercase. Use especially to contrast with local governments. Otherwise, “the government” will do. 

Navy, the 

Capitalize when referring to the Philippine Navy. Use the shortname instead of the abbreviation (PN). 

NEDA 

Spelled out as “National Economic and Development Authority.” NEDA is headed by a director-general who is 
also the secretary of socioeconomic planning. 

New Bilibid Prison 

Use the abbreviation “NBP” in the text after first mention. The short name “Bilibid” is acceptable for headlines 
and informal use. 

nicknames 

Only use nicknames for individuals who prefer to be called by their nicknames and who are widely recognized 
through the nickname. Such is the case for, e.g., “Benigno S. ‘Ninoy’ Aquino Jr.” For formal media, such as articles, 
always spell out a person’s full official name, with the nickname used after the first mention. For more informal 
channels, such as online social media, just a nickname and last name is acceptable, if the subject meets the above 
criteria. 

Note the difference between an official name and a nickname; the latter does not necessarily mean given name. 
Such is the case for President Joseph Ejercito Estrada (official name), who was born Jose Marcelo Ejercito, and 
whose nickname, through which he is widely identified, is “Erap.” 

non- 

In most cases, use a hyphen only when the prefix non- precedes a proper noun (non- Christian, non-Western). But 
if confusion might result, use a hyphen. 

nonjudgmental, nonacceptance, nonaggressive, 

nonattendance, nonbiodegradable, nonbinding, noncombatant, noncompliant, 
noncriminal, nonenforcement, nonessential, nonestablished, nongovernment, 
nonmember, nonnative, nonresponsive, nontraditional 

BUT non-oil, non-unionized 
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none 

Use a singular verb when you mean not one. 

NO: None of the guests have arrived. 

YES: None of the guests has arrived. 

Use a plural verb when none suggests more than one thing or person. 

NO: None but the brave is worthy of respect. 

YES: None but the brave are worthy of respect. 

See also subject-verb agreement. 

nongovernment organization 

Abbreviate as “NGO” only after first mention. 

noon 

Stands for 12:00 p.m. on the dot. “12 noon” is redundant. 

numbers 

Cardinal numbers are also known as counting numbers because they indicate quantity. 

eight glasses 
23 students 

Ordinal numbers tell the order of things in a set. They show position or rank. 

second place 
11th to arrive 

Nominal numbers are used to identify something (e.g., telephone numbers, player jerseys, zip codes), 

zip code: 1632 

Telephone number: 808-1234 

Telephone number with an area code and local number. 

(+632) 735-6619, loc. 239 

Spell out the ordinals, “first” through “ninth.” “Tenth” onward should be written as “10th,” and so on, with the 
suffixes (i.e., “st,” “nd,” “rd,” and “th”) not in superscript. 

third degree 
21st century 
150th anniversary 
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Use “1st,” “2nd,” “3rd,” “4th,” and so on when the sequence has been assigned in forming names such as political, 
geographic, or military designations. 

5th district 
3rd parallel 
7th battalion 
1st Sgt. 

Numbers with four or more digits should be written in numerical form and separated by commas. Count 
three spaces to the left of the ones column to place the first comma. If the number contains seven or more digits, 
continue placing commas after every three places. 

7,107 

128,080 

10,657,012 

When writing out a number of four or more digits, do not use a comma; however, use the word “and” where a 
decimal point appears in the figure format. 

One thousand two hundred fifty-four pesos and 
seventy-five cents (PI, 254. 75) 

In round numbers, where numbers are used as approximations in place of specific figures, very large numbers are 
usually expressed in figures followed by “million,” billion,” “trillion,” and so on. 

P3.5 billion 
6.4 million people 

In a series, spell out numbers if all of the figures are less than 10. If one or more of the figures is 10 or more, use 
numerals for all of them. 

The cast was composed of three singers, eight dancers, and six musicians. 

My sister brought home 5 oranges, 13 mangoes, and 4 avocados. 

Casual use 

Casual expressions are spelled out. 

A million thanks to you! 

Proper names 

Use words or numerals according to the organization’s preference or official name. 

3M 

20th Century Fox 
Twentieth Century Hardware 
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o 

ocean 

“The Pacific Ocean”; but “the ocean” and “the Indian and Pacific oceans.” 

okay 

“Okay” is preferred to “OK.” 

on behalf of 

As an agent / in the name of. See also in behalf of. 

online 

Always one word when referring to computer connectivity. 

on the other hand 

Does not mean also or in addition to. Use on the other hand to present a contrary alternative. It is a good idea to 
use on the one hand earlier in the text to set up the use of ‘on the other hand’, (or just on the other), later. 

NO: The hiring proposal, if implemented, would drive up costs for the 

school. On the other hand, it would make it harder to attract the 
best teachers. 

YES: The hiring proposal, if implemented, would drive up costs for the 

school. On the other hand, it would raise the school’s international profile. 

YES: On the one hand, the hiring proposal, if implemented, would drive 

up costs for the school. On the other, it would raise the school’s 
international profile. 

onstage 

Always one word. 

oppositor 

Avoid. Prefer opponent. 

ounce 

Convert to grams or milliliters or other metric-system equivalents when possible. 

P 


pages 

Use lowercase when identifying book pages, but capitalize in the case of newspapers: “The passage can be found 
on page 3”; “The story is on Page 2.” 

For reference citations, however, the abbreviated lowercase (p./pp.) is preferred. 
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papal nuncio 

Envoy of the Vatican to countries with which it shares diplomatic ties. The papal nuncio is, by custom, the dean of 
the Philippine Diplomatic Corps. 

party 

Political parties and party affiliations are usually not relevant to government releases and are best left out. If party 
affiliation must be included, cite a party’s proper name instead of political leaning. Capitalize the party name and the 
word party: “Senator Juan dela Criz of the Nacionalista Party”; “Liberal Party Congressman Juan dela Cruz.” 

PDF 

No need to spell out Portable Document Format at first mention. 

peace panel 

Preferred short name for the negotiating teams representing the government in peace talks with secessionists and 
breakaway groups. Capitalize panel in the full spelled out formal name, e.g., “The Government of the Philippines 
Panel for talks with the Moro Islamic Liberation Front.” 

people / person 

Use “person” when referring to individuals; use people for collectives: “Only one person spoke up”; “seven people 
were injured.” 

People is also a synonym for nation: “The Filipino people are resilient”; “The peoples that comprise the ASEAN 
are diverse.” 

percent 

One word. When used sparingly, “percent” is best spelled out. If the text uses it frequently, use “%”; but ensure 
consistency throughout. Use “%” for tables, figures, infographics, and within a parentheses. When using the term 
“percentage,” spell out in full; never use “%age .” See also numbers. 

74 percent 
74% 

percentage points 

Know the difference between percent and percentage points. If GDP growth slows from 6 percent to 3 percent, 
then it falls three percentage points, not three percent. If GDP falls three percent, that means it is now 5.82% 
(because 3% of 6% is 0.18%). 

Philippine 

See Filipino. 

Philippine- American War 

The war, which started in 1899, between U.S. forces and Philippine revolutionaries who were originally warring 
against Spanish rule. Do not use the alternative name, “Philippine Insurrection.” 
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Philippine area of responsibility 

Abbreviate as PAR after the first mention in the text. Once a storm crosses into the Philippine area of 
responsibility, the PAGASA starts issuing regular storm bulletins, usually at 6- or 12-hour intervalsSee storm. 

Philippines, the 

Officially, “the Republic of the Philippines,” but “the Philippines” is acceptable at first mention. Do not use the 
term “the Philippine Islands.” In, e.g., tourism- related text, say “the islands of the Philippines.” See Filipino. 

pre- 

A prefix meaning before or in advance that is sometimes redundant. A precondition is the same as a condition, as 
in A ceasefire is a condition for peace talks. Saying A ticket needs to be prepurchased means the same thing as A 
ticket needs to be purchased. 

prefer/ preference 

presidency 

Always lowercase, even in, e.g., “the Ramos presidency.” 

president 

Capitalize the word “president” as part of a formal title, or when the word is a stand-in for a sitting president: 
“President Carlos P. Garcia”; “President Osmena”; “the President will be delivering a statement”; “Manuel Roxas 
was president during postwar reconstruction”; “There have been 15 presidents of the Philippines.” 

prefer / preference 

Prefer is followed by to, sometimes by that, but not by over. 

He prefers fried chicken to roast beef. 

They would prefer to keep the details of the discussion private. 

We would prefer that the matter be settled amicably. 

Preference is followed by for, sometimes by to. 

They have expressed a preference for an informal meeting. 

They asked for a private meeting in preference to a public hearing. 

prices 

With prices, it is advisable to use whole figures and decimals consistently. 

INCORRECT: P74.50 and P198 

CORRECT: P74.50 and P198.00 

Peso. Use “P” (or, if it can be helped, the P symbol) instead of “PHP” as the abbreviation for Philippine peso, 
unless the work refers to another peso currency (e.g., Mexican, Chilean, Colombian). 

P20.00 

MXN 1 (Mexican peso) = PHP 3.09 
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priority 

Something given more importance than others, which means a top priority is redundant. It makes sense, though, 
to identify one priority as highest. 

NO: Catching those who committed this horrible crime is a top priority. 

YES: Catching those who committed this horrible crime is our priority. 

YES: Catching those who committed this horrible crime is our highest priority. 

pristine 

Means in the original state, not pure. 

Despite the increase in the number of tourists, the beach remains pristine thanks to the 
care of the townspeople. 

profanity 

Do not use profanity. The only acceptable medium for swear words or vulgarities of any sort would be a delivered 
speech; this would be, however, of questionable taste. 

Protestant 

Capitalized when referring to the Christian denominations that have theologically and institutionally broken 
away from the Catholic Church. The term applies to Anglicans, Baptists, Lutherans, Presbyterians, and other 
small churches. It does not apply to Mormons or Jehova’s Witnesses. See Catholic Church. 

Public storm warning signal 

See storm. 


Q 


queen 

See proper nouns and titles. 

Quezon Memorial Shrine / Circle 

Use “Quezon Memorial Circle” when referring to the public park; use “Quezon Memorial Shrine” when referring 
to the structure within the compound. Avoid “Quezon City Circle.” 

Quran 

Preferred Romanized spelling of the holy book of Islam. Only use alternative spellings, such as Koran and Qur’an, 
to cater to organizational or individual preferences. 


R 


rainfall warnings 

Philippine Atmospheric Geophysical and Astronomical Services Authority (PAGASA)-issued rainfall warnings 
are categorized into three and color coded: yellow means flooding is possible in low-lying areas and near river 
channels; orange means flooding threatens low-lying areas and areas near river channels; and red means flooding 
is imminent in an area. 
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PAGASA issued an orange rainfall warning for areas in Quezon City. 


Ramadhan 

The holy month of Islam. It is apius, reflective period for Muslims, during which fasting is required during 
daylight hours. The president and other high officials usually release messages to the Filipino Muslim community 
to mark the occasion. See Eidul Fitr and Eidul Adha. 

ratings agency 

A company that measures the ability of a country to pay its debts, and assigns a rating, which helps investors make 
decisions. The major international agencies are Standard & Poor’s; Moody’s Investor Service; and Fitch Ratings. 

reelect / reelection 

No hyphens 

regarding / as regards / in regard to / with regard to / in this regard 

“Regarding,” “as regards,” or “in regard” to are all fine. Avoid “with regard to.” Tiy “concerning” or the simple “about.” 

religion 

The names of religions are capitalized as nouns and adjectives: “Christianity is the dominant religion in the 
Philippines”; “He is a Muslim”; “His remarks reference Buddhist teachings.” 

Avoid religious declarations or references (e.g., “as God is witness.”) in official releases. These are only acceptable 
in statements or speeches delivered or attributed to an individual. 

republic 

A sovereign state with a form of government that derives its power from its citizens and not from a monarch or 
dictator. There have been five Philippine republics throughout history. 

The First Republic, 1899 - 1901; interrupted by the Philippine - American War, then replaced by the 
Commonwealth government under American rule. 

The Second Republic, 1943 - 1945; this was a puppet government under Imperial Japanese rule, which was 
interrupted by the liberation of the Philippines after World War II. 

The Third Republic, 1946 - 1972; interrupted by the declaration of martial law. 

The Fourth Republic, 1981-1987; interrupted by the EDSA People Power Revolution. 

The Fifth Republic, 1987 - the present 

See Philippines and the appendix section with the list of presidents. 

republic act 

Legislation used to create policy in order to carry out the principles of the Constitution, passed by Congress and 
approved by the president. It can only be repealed by a similar act of Congress. 
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Republic acts were passed under the Third and Fifth Philippine republics. During the American Colonial Period, 
the Philippine Legislature passed “Acts,” which became “Commonwealth Acts” under the 1935 Constitution. 

Upon the United States’ recognition of Philippine independence and the inauguration of the Third Republic in 
1946, the term was changed to republic act. The term was changed again to batas pambansa under the Marcos 
regime, until it was reverted back to republic act upon the restoration of democracy. 

As of this writing, the latest republic act passed was “Republic Act No. 10766”; write it as “RA 10766” after 
the first reference. 

result 

As a verb, result should be followed by in or into, not to. 

revert 

Means to go back to a previous state. Do not use it to mean to physically return. 

YES: My high school classmates revert to teenagers whenever we see each other. 

NO: Please revert the memo to me when everyone has read it. 

Roman Catholic Church 

More than 80 percent of Filipinos are Catholic, making the Roman Catholic Church the largest religious 
organization in the Philippines. It is not, however, a state religion. 

Just “Catholic” and “Catholic Church” are acceptable at first mention in the text. See Catholic and religion. 

room 

Capitalize the names of special rooms, or those with official designations or functions: “The Aguinaldo State 
Dining Room” (in Malacanan Palace), “Room 101” (from the fictional Ministry of Love in the novel 1984), “the 
Oval Office” (in the White House); but “my father’s bedroom,” “the living room.” 

s 

SALN / statement of assets, liabilities, and net worth 

Write out in lowercase at first mention. 

Saudi Arabia 

Officially, the Kingdom of Saudi Arabia. “The Kingdom” is an acceptable short name for rhetorical pieces such as 
speeches. Use “Saudi” as the adjective (“the Saudi government”), never “Arabian.” 

seasons 

Lowercase. The Philippines has two major seasons: the dry season (December to May) and the rainy season (June 
to November). The dry season can be divided into two: the cool dry season (December to February) and the hot dry 
season (March to May). Temperate countries have four seasons: winter, spring, summer, and fall. 
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secretary 

Lowercase. Only capitalize when attached to a name as an official title, usually of a member of the president’s Cabinet. 

She has been a Cabinet secretary for two administrations. 

We sent an invitation to Secretary Lim. 

Senate 

Capitalize. It is acceptable to use this short name at first reference when referring to the Senate of the Philippines, 
one of the two houses of Congress. Also see Congress. 

Senate President 

Capitalize president when part of a name as a formal title, or when the word is a stand in for the name of a sitting 
Senate president. Senate is always capitalized. 

“Senate President Juan dela Cruz,” “The Senate President is presiding,” “They will be voting for a new Senate 
president.” 

senator 

A member of the Senate of the Philippines. Capitalize only if attached to a proper name. Philippine senators 
are elected by a national constituency, and therefore their home provinces need not be identified when they are 
introduced. First reference: “Senator Juan dela Cruz.” Subsequent reference: “Senator dela Cruz.” 

senatorial 

Lowercase. 

senior 

See Jr. /Sr. 

senior citizen 

See elderly. 

serve as / serve to 

Usually redundant. Avoid. 

NO: The appointment to such an important position serves to make his 

resume look even more impressive. 

YES: The appointment to such an important position makes his resume 

look even more impressive. 

NO: The statue serves as a reminder of our heritage. 

YES: The statue is a reminder of our heritage. 

YES: The statue reminds us of our heritage. 
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(sic) 

Avoid. 

so-called 

Do not follow with quotation marks. If you use quotation marks, do not use. 

The leaders of the organization, its so-called mafia, have yet to be identified. 

The leaders of the organization, its “mafia,” have yet to be identified. 

small- and medium-sized enterprises 

These are enterprises that are small-sized and medium-sized, hence the hyphens. Do not write small and medium 
enterprises. Abbreviate as SMEs after the first mention. 

smartphone 

One word. A cellphone that includes additional software functions, such as email and other messaging 
applications Use in place of “cellphone” when highlighting the difference between a regular cellphone and a 
smartphone. 

sometime / some time 

If you mean former, use sometime. If you mean at a point in time, write some time. 

The senator was a sometime law student. 

The discussions cannot go on forever. They will have to end some time. 

Spanish-American War 

The war of 1898 between the United States, an emerging colonial power, and the waning Spanish Empire, which 
would result in the signing of the Treaty of Paris, which turned over rule of the Philippines to the United States. 

Do not use “American-Spanish War.” 

Spanish names 

In the case of names in the Spanish tradition, the family names of the father and mother are usually included in a 
full name, in that order. Only the father’s name need be mentioned at second reference: “Enrique Pena Nieto,” then 
“Enrique Pena” or “Pena” after the first mention in the text. 

Exceptions, of course, are to be made for individual preference. Jose Rizal, for example, has adopted his family’s 
second surname because of special circumstances. If the above rule were to apply to him, he would be called Jose 
Mercado. 

Speaker of the House of Representatives 

“Speaker of the House” is acceptable at first mention. Capitalize “speaker” when part of a name as a formal title, or 
when the word is a stand in for the name of a sitting speaker of the House. House is always capitalized. 

“Speaker Juan dela Cruz,” “The Speaker of the House is presiding,” “They will be voting for a 
new speaker of the House.” 
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spokesperson 

Capitalize when part of an official title: “Secretary Juan dela Cruz is the Presidential Spokesperson,” but 
“Secretary dela Cruz is the President’s spokesperson.” “Spokesman” and “spokeswoman” are acceptable 
substitutes, but are not official titles. 

state 

Lowercase. 

State of the Nation Address 

The president’s constitutionally mandated speech to Congress held every fourth Monday of July. Capitalized. 
Abbreviate as “SONA” after the first mention. 

state universities and colleges 

Lowercase. Abbreviate as SUCs after the first mention in the text. But, to avoid alphabet soup, use “state 
universities” and “state colleges” when applicable. 

“The University of the Philippines is a state university.” 

streaming 

Real-time processing of media from the internet. The video-sharing website, Youtube, for example, streams video 
content. For events that are broadcast live through streaming, use the term “livestream,” as both noun and verb: 
“Watch the livestream of the SONA,” “The SONA will be livestreamed.” 

storm 

Storms that enter the Philippine area of responsibility are assigned names from a preapproved list set in 
alphabetical order. Powerful storms in the vicinity of the Philippines are known as tropical cyclones. 

Tropical cyclones are classified by strength into four categories: tropical depression, tropical storm, typhoon, and 
super typhoon. 

Storm names are capitalized along with their titles: “Typhoon Nona,” “Tropical Storm Ebert,” “Super Typhoon 
Yolanda”; but “The typhoon was assigned the name Gloria after it entered the Philippine Area of Responsibility.” 

Public storm warnings are issued to the public based on the projected effects of a storm upon an area. These 
range from “Public Storm Warning Signal No. 1,” which predicts little or no damage upon areas affected, to “Signal 
No. 5,” which predicts catastrophic damage from projected sustained winds above 220 kph. The following is the 
breakdown according to wind speed: 

Public Storm Warning Signal No. 1: winds of 30 to 60 kph expected within the next 24 hours 
Public Storm Warning Signal No. 2: winds of 61 to 120 kph expected within the next 24 hours 
Public Storm Warning Signal No. 3: winds of 121 to 170 kph expected within the next 18 hours 
Public Storm Warning Signal No. 4: winds of 171 to 220 kph expected within the next 12 hours 
Public Storm Warning Signal No. 5: winds of more than 220 kph expected within 12 hours 

In text: “Public Storm Warning Signal No. 1” at first mention, then “Signal No. 1,” at subsequent mention. Use the 
shortname “storm signals” instead of the abbreviation “PSWS” after the first mention. 
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Supreme Court 

Capitalize when referring to the Supreme Court of the Philippines. Just “Supreme Court” is the acceptable at first 
mention. See chief justice and justice. 


T 


Taiwan 

See China. 

taps 

Lowercase. The trumpet-and-bugle call sounded during military honors in funerals. 

terrorist groups 

In the absence of official word from the National Security Council, public information offices should avoid using the 
term “terrorist” for certain groups, for example, the Abu Sayyaf or the New People’s Army. Use instead terms that call 
attention to their criminal activities, such as “looters,” “raiders,” “abductors,” “lawless elements,” or “bandits.” 

the 

See: a/ an/ the. 

their / they’re / there 

“Their children contracted the measles.” 

“They’re confined to the hospital.” 

“They treat patients well over there.” 

See (usage) pronouns. 

through 

Do not write as thru. 

time 

Figures are used when exact time is given or in designations of time with “a.m.” (ante meridiem) and “p.m.” (post 
meridiem) Avoid using “o’clock” in these cases. 

The bus pulled into the terminal at 4:35 in the morning. 

The group will meet on Thursday at 2:30 p.m. 

Note: In the military, the 24-hour system of expressing time is used. 

1200 = noon 
1535 = 3:35 p.m. 

Drills will start at 1600 hours (or 1600h). 

See also numbers. 
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time zone 

In terms of Coordinated Universal Time, the Philippines falls under UTC +08:00, a time zone that it shares with 
the western part of Australia, eastern parts of Russia, parts of the ASEAN, Taiwan, and the whole of China. 

Time in the Philippines is officially called “Philippine Standard Time.” 

toe the line 

The expression comes from sprinting: contestants crouch at the starting line with their toes all in a line. Do not 
write “tow the line.” 

ton 

Use metric tons (1,000 kilograms / 2,204.62 pounds) whenever possible, as opposed to British tons (2,240 pounds) 
and short tons (2,000 pounds). 

top of the line 

Hyphenate as a modifier: “Their equipment is top of the line”; but “top-of-the-line equipment.” 

tortuous / torturous 

Tortuous means full of twists and turns (as a road sometimes is). If you mean marked by pain and suffering, use 
torturous. 

The road to the peace agreement has been long and tortuous. 

Sifting through the wreckage to find evidence of survivors has been torturous. 

toward / towards 

Prefer toward. 

tropical depression 

See storm. 

typhoon 

See storm. 


u 


underemployment / unemployment 

Underemployment refers to the condition of being employed at less than full-time capacity, or in a job that is 
inadequate with respect to a person’s training and economic needs. It is usually marked by a desire for more paid 
working hours. Unemployment refers to j oblessness. 

UNESCO/ UNICEF 

No need to spell out “United Nations Educational, Scientific and Cultural Organization” (UNESCO) and “United 
Nations Children’s Fund” (UNICEF) at first mention in the text. 

Note: UNICEF used to stand for “United Nations International Children’s Emergency Fund.” While two words 
were dropped, the original abbreviation remains the most recognizable reference to the program. See section on 
abbreviations. 
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unique 

An adjective that cannot be qualified, so do not use intensifiers such as very or truly. It makes no sense to call 
something very unique. 

United Arab Emirates 

Abbreviate as UAE after the first mention. 

United Kingdom 

Abbreviate as UK. It is acceptable to use the abbreviated form as an adjective at first mention. Do not use the term 
interchangeably with “Great Britain,” which only consists of England, Scotland, and Wales. 

The United Kingdom consists of Great Britain and Northern Ireland. 

United Nations 

Abbreviate as UN after the first mention. 

United States 

Use the abbreviated form as a modifier (the US economy), even at first mention; use the spelled out “United 
States” as a noun. No need to spell out “United States of America” in full. Do not abbreviate as “USA.” 

U-turn 

Say “place,” when applicable. 


V 


venue 

Say “place” instead, whenever possible. 

versus 

Spell it out in the text. Use “v.” only for court cases. 

vice president 

Capitalize as part of a formal title, or when the word is a stand-in for a sitting vice president: “Vice President Juan 
dela Cruz”; “Vice President dela Cruz”; “the Vice President will be delivering a statement.” See president. 

Vietnam / Viet Nam 

Formally, “the Socialist Republic of Viet Nam.” The one-word variant is preferred for informational purposes. 

w 


-ward / -wards 

Prefer the suffix -ward, which is the more commonly used in American English: toward, afterward, homeward. 

warlord 
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Web 

Capitalize. See Internet. 

website / webcam / webmaster 

One word, lowercase. 

whilst 

Use “while." 

who / whom 

Use who when referring to the subject of the sentence, and whom when referring to the object. 

Who (subject) ate my sandwich? 

To whom (object) did she send the letter? 

You can structure the second sentence to make the object easier to determine: 

She sent the letter to whom (object)? 

Note: The difference between who and whom is the same difference between I and me, the former is in the 
subjective case and the latter is in the objective case. 

whose / who’s 

Who’s going to the party tonight? (a contraction) 

Whose phone is this? (indicating possession) 

See (usage) pronouns. 

World War I / World War II 

“The First World War” and “the Second World War” are acceptable terms. However, do not use “the Great War” 
for World War I. 

By default, references to World War II refer to the war in the Philippines, and therefore the Pacific Theatre, which 
began on December 8, 1941, when the Empire of Japan attacked Hong Kong, parts of East Asia and Southeast Asia, 
and Hawaii. 


X 


X-ray 

Capitalize “X,” hyphenate. 

Xerox 

Use photocopy. Xerox is the trademark for a photocopying machine brand. 


STYLE GUIDE FOR THE GOVERNMENT 


107 



Y 

your / you’re 

Your style of management has really helped our team move forward. 
You’re not going to get away with that! 

See (usage) pronouns. 


z 


zip code 

From “zone improvement plan.” The lowercase form is acceptable. Use “zip code” only when referring to the postal 
code system of the Philippines and the United States. Otheiwise, use the generic “postal code.” When writing an 
address, the zip code is not separated by a comma and the address: “Malacanang, San Miguel, Manila 1005.” 

Z Benefit Package 

Philippine Health Insurance Corporation (PhilHealth) program for severe illnesses. Capitalize; no hyphen. 
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BALARILA AT PAGGAMIT NG SALITA 


1. Ang paggamit ng wikang Filipino 

1 . 1 . Ayon sa 1987 Konstitusyon (Art. XIV, Sek. 6), ang Filipino ang pambansang wika ng Pilipinas. Kaiba ang 
Filipino sa Tagalog at Pilipino. Isang rehiyonal na wika ang Tagalog na ginagamit ng mga naninirahan sa 
Gitna at Timog Luzon: Aurora, Bataan, Batangas, Bulacan, Cavite, Laguna, Metro Manila, Nueva Ecija, 
Quezon, at Rizal. Bagamat dating tinawag na Pilipino, pinalitan na ng Filipino ang pambansang wika dala 
ng naging pagbabago ng ortograpiya mula sa maka-Tagalog na abakada patungo sa higit na pinalawak na 
alpabetong binubuo na ng dalawampu’t walong titik. Kinikilala ng ganitong pagbabago ang papel ng iba’t 
ibang umiiral na wika sa Pilipinas (Ilokano, Kapampangan, Pangasinan, Bikol, Cebuano, Hiligaynon, 
Waray, Kinaray-a, Maguindanao, Meranaw, Tausug, Yakan, atbp.) at iba pang wika (Hokkien, Mandarin, 
Espanyol, Ingles, Nihonggo, atbp.) sa paglilinang ng wikang pambansa. 

1 . 2 . Dahil inilalarawan bilang wikang pambansa na patuloy pang binubuo, may iba’t ibang baryasyon ang 
wikang Filipino. Ipinahihiwatig lamang nito ang pagiging bukas ng pambansang wika sa mga pagbabago. 
Ngunit kailangang pag-ibahin ang baryasyong nagaganap sa pang-araw-araw na pakikipagtalastasan sa 
mga kodipikado nang baryasyong katanggap-tanggap na sa pormal na sulatin. Iba ang wika sa pormal na 
sulatin sa wikang ginagamit sa kalye, sa wikang kolokyal at wikang balbal; iba rin sa wikang ginagamit sa 
SMS, Facebook, Twitter at mass media. 

May tinatawag na stylebook upang linawin kung alin ang katanggap-tanggap at kung alin ang ipinakikilala 
pa lamang na baryasyon. Kinakailangan ang matagal-tagal na panahon upang mapagkasunduan nang 
gawing pormal ang isang baryasyon. Bukod pa sa usapin ng panahon at bilang ng nagkakasundo nang 
gumamit, pinakamahalaga ang pagdaan sa isang proseso ng kodipikasyon. Sa ganitong paraan nagiging 
mahalaga ang pagbubuo ng mga diksiyonaryo na magsasaad kung katanggap-tanggap na ang baryasyon 
sa loob ng mga pormal na sulatin. Nagsisilbing mapagkakatiwalaang batis ng mga baryasyon sa 
pagbabaybay at paggamit ng salita ang mga diksiyonaryo. Anumang kodipikadong baryasyon ang piliin 
ng nagsusulat, kinakailangan lamang maging konsistent sa ginawang pagpili. Sa ganitong tunguhin, 
iminumungkahing magkaroon ang lahat ng tanggapan ng pamahalaan ng mga sumusunod na diksiyonaryo: 
UP Diksiyonaryong Filipino at Vicassan’s Dictionary. 

1 . 3 . Huwag mag-iisip sa Ingles at saka na lamang isasalin sa Filipino. May sariling integridad ang wikang 
Filipino na kaiba sa wikang Ingles. Kinakailangang kilalanin ang kaibahan ng paradigma ng wikang 
Filipino sa wikang Ingles. Dahil din dito, bawal ang paggamit ng Taglish sa pormal na sulatin. 

Halimbawa ng nag-iisip sa Ingles: 

Maraming positibong naidudulot ang pagiging malusog. Ayon sa mga pag-aaral, may 
epekto ang katawan ng isang tao hindi lamang sa pisikal na aspekto, kung hindi sa sosyal 
at mental na aspekto ng kaniyang buhay din. 

Bantayan kung paano hindi na nakawala ang isip ng nagsusulat nito sa pagpapantay ng mga termino sa 
pamamagitan ng paggamit ng panlaping “-al” mula sa wikang Ingles (i.e. physical, social, mental). 
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Kung iwawasto sa Filipino: 


Maraming naidudulot na mabuti ang pagiging malusog sa isang tao. Napagaganda nito 
ang kaniyang katawan, pakikitungo sa kapwa, at pag-iisip. 

Halimbawa ng nag-iisip sa Ingles: 

Parte na ng pang-araw-araw na pamumuhay ng tao ang pagpapasya sa malaki man o 
maging sa maliit na bagay. At sa bawat desisyong kinahahantungan natin, tila’y maraming 
mga aspektong maaaring bigyang konsiderasyon. Napapabilang dito ang pagiging madali at 
maginhawa ng isang bagay o gawain na siyang madalas na basehan sa tuwing gumagawa ng 
desisyon. 

Bantayan kung paano nanggaling ang halos lahat ng termino sa Ingles (i.e., part, decision, aspect, 
consideration, basis); napipilitan na rin tuloy ang sintaks na sumunod sa mga pamantayan ng wikang 
Ingles. 

Kung iwawasto sa Filipino: 

Bahagi na ng pang-araw-araw na buhay ng tao ang pagpapasya sa malalaki at maliliit na 
bagay. Bagamat maraming dapat pag-isipan sa bawat pagpapasya, madalas nagiging 
batayan kung napagagaan ba nito ang mga gawain natin. 

Iba pang halimbawa: 

INGLES: He demanded an explanation. 

MALI: Nagdemanda siya ng eksplanasyon. 

TAMA: Humingi siya ng paliwanag. 

1 . 4 . Bagamat kinakailangan sa mga opisyal na dokumento at korespondensiya, hindi nangangahulugan ang 

pagiging magalang ng paggamit ng malalalim na salitang Filipino na ilan lang ang nakauunawa. Sa kabilang 
banda, bantayan din ang paghihiram ng mga salita para lamang sa kapakanan ng pagiging makabago. 
Kinakailangan ang pagtitimbang dito sa bahagi ng nagsusulat. 

Iwasan ang paggamit ng mga idiomang higit lamang na nakapagpapalabo sa nais sabihin. Iwasan rin ang 
mga gasgas nang pahayag at mga di-makatwirang paglalahat. Maging tiyak at malinaw sa pagpapahayag. 

2. Mga suliranin sa estruktura ng pangungusap 

2 . 1 . Unahin ang panaguri sa simuno sa pagbubuo ng pangungusap. Tinutukoy sa simuno ang pinag-uusapang 

paksa. Nauuna ang gustong sabihin ng pangungusap tungkol sa paksa kaysa sa pagbanggit sa mismong 
paksa. Kung kaya, bago pa man banggitin ang paksa, alam na kaagad ng nagbabasa kung ano ang gustong 
sabihin ng pangungusap tungkol dito. 

Dala ang ganitong panuntunan ng pagkakaroon ng dalawang uri ng pangungusap sa wikang Filipino. Una, 
ang Pagpapanaguri, kung saan nauuna ang panaguri sa simuno. Ikalawa, ang Pagtitiyak, kung saan nauuna 
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naman ang simuno sa panaguri. Sa dalawang uri, ang Pagpapanaguri ang karaniwang ayos ng pangungusap 
sa Filipino. Kinikilala nito ang karaniwang ayos ng pangungusap sa iba pang mga wika sa Pilipinas. 

PAGPAPANAGURI: Naiwan ni Gary ang sulat. 

PAGTITIYAK: Ang sulat ang naiwan ni Gary. 

Kadalasang ginagamit ang Pangungusap na Pagtitiyak kung may nais gawing pagdidiin. Sa ginamit na 
halimbawa, tinitiyak na ang sulat ang naiwan ni Gary, at hindi ang kung anupamang bagay. Ngunit kapag 
wala namang gagawing pagdidiin, ang Pangungusap na Pagpapanaguri ang karaniwang ayos na ginagamit. 

2.2. Sa ganitong kaayusan ng pangungusap, mapapansing palaging Tinig na Tahasan (Active Voice) ang 

pagkakabalangkas ng pandiwa sa loob ng pangungusap. Tinutukoy ng tinig ang kaanyuan ng pandiwa na 
nagpapahiwatig na may gumagawa o tumutupad sa galaw nito. Hindi katulad sa wikang Ingles, walang 
matatawag na Tinig na Balintiyak (Passive Voice) ang wikang Filipino. 


Sa wikang Filipino, palaging may ipinahihiwatig na tagagawa ng galaw ang pagkakabalangkas sa pandiwa. 
Sa ganitong paraan, masasabing nakabaon sa wikang Filipino ang pagkakaroon parati ng etikal na 
responsabilidad ng tagaganap ng galaw ng pandiwa sa kaniyang mga gawa. Walang pagdidistansiyang 
ginagawa sa pagitan ng galaw ng pandiwa sa tagagawa ng galaw. 


INGLES (Tinig na Balintayak): 

The letter was left behind. 

INGLES (Tinig na Tahasan): 

Gary left the letter behind. 


FILIPINO (Tinig na Tahasan): 

Naiwan ang sulat. 

FILIPINO (Tinig na Tahasan): 

Naiwan ni Gary ang sulat. 


Sa dalawang pangkat ng mga halimbawa, bantayang pareho rin lamang ang pagkakabalangkas sa 
pandiwang “iwan” (naiwan) sa wikang Filipino. Sa kabilang banda, nagkaroon na ng pagpapalit ng pandiwa 
mula “be” (was) papuntang “leave” (left) sa wikang Ingles. Ibig sabihin, hindi mahalaga sa pagbabalangkas 
ng pandiwa sa Filipino ang tinig. Dahil pawang nasa anyong tahasan, masasabing walang tinig ang 
kayarian ng pangungusap sa wikang Filipino. 


2.3. Ang ganitong pagkakaunawa sa tinig sa wikang Filipino ang dahilan kung bakit, hangga’t maaari, iwasan 

ang paggamit sa “ay” bilang Pananda sa panaguri sa Pangungusap na Pagtitiyak. Kung hindi 

nakatutulong sa pagbibigay-diin sa Pangungusap na Pagtitiyak ang paggamit ng “ay,” gawing Pangungusap 
na Pagpapanaguri ang ayos ng pangungusap. Maaari ring palitan ang panandang ginamit kung nais 
panatilihin ang kaayusang nauuna ang paksa kaysa sa panaguri. 

MALI: Ang sulat ay naiwan ni Gary. 

TAMA: Naiwan ni Gary ang sulat. 

TAMA: Ang sulat ang naiwan ni Gary. 


Bilang Pangungusap na Pagtitiyak, bantayang higit na epektibo ang pagbibigay-diin sa pangungusap 
na “ang” ang ginagamit na pananda sa panaguri kaysa sa gumagamit ng “ay.” Sa wikang Filipino, hindi 
katumbas ng “is / are / be” ang “ay.” Hindi isang pandiwa ang “ay.” Bagamat tinatawag ni Lope K. Santos 
ang “ay” bilang mala-pandiwa, hindi maaaring balangkasin ang salitang “ay” kung itutulad sa “be” ng 
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Ingles. Higit na isang pang-angkop ang “ay” katulad ng “na,” kaysa sa isang pandiwa. Bilang pang-angkop, 
pinag-uugnay ng “ay” ang mga parirala at sugnay sa iba pang bahagi ng pangungusap. 

TAMA: Kahapon ay naiwan ni Gary ang sulat. 

2 . 4 . Sa kabilang banda, naging isa na ring katanggap-tanggap na baryasyon ang paggamit ng “ay” bilang 
pananda. Kung hindi talaga maiiwasan ang paggamit sa “ay” bilang pananda katulad ng “ang,” at “si,” 
tiyaking hindi lalampas sa isa ang paggamit ng “ay” sa loob ng pangungusap. 

MALI: 

Ang langit ay kumulimlim kaya siya ay napilitang magbukas ng payong 

KATANGGAP-TANGGAP: 

Kumulimlim ang langit kaya siya ay napilitang magbukas ng payong. 

2 . 5 . Iwasan ang pagpuputol-putol ng mga parirala at sugnay na itinuturing na parang hiwalay na pangungusap. 

MALI: Naiwan ni Gary ang sulat. Kahapon pa. 

TAMA: Naiwan ni Gary ang sulat, kahapon pa. 

TAMA: Kahapon pa naiwan ni Gary ang sulat. 

2 . 6 . Iwasan ang mahahabang pangungusap na hindi malinaw kung ano ang simuno, at kung ano ang panaguri. 
Sa mga pangungusap na maulit ang pagkakabanggit sa iisang paksa, pagsukubin na lamang ang mga 
panaguri. 

Halimbawa ng napakahabang pangungusap: 

Maaari na ngayong ipaubaya ng mga magulang natin sa ating mga kasambahay ang 
pagluluto, paglalaba, pag-aalaga sa atin at iba pang gawaing dati-rati’y sila ang gumawa 
nang sa ganoon ay tanging pagtatrabaho muna ang iisipin nila upang mapag-aral tayo sa 
isang tanyag na unibersidad at upang maibili tayo ng mga magarang damit, mga bagong 
labas na cellphone, at iba pang gusto natin. 

Kung hahati-hatiin sa kung ilang pangungusap: 

Maaari na ngayong ipasa ng mga magulang natin sa mga kasambahay ang mga dating 
gawain nila; kabilang na rito ang pagluluto, paglalaba, at pag-aalaga sa atin. Dahil dito, 
pagtatrabaho na lamang ang aatupagin ng mga magulang natin. Nais lang naman nilang 
mabigyan tayo ng magandang edukasyon, maibili ng mga pangangailangan tulad ng 
damit, pati ng mga luho sa buhay tulad ng mga bagong labas na cellphone. 

2 . 7 . Iwasan ang pagsimula ng pangungusap sa “at.” Isang pangatnig (conjunction) ang “at.” Kung gayon, 
may pinag-uugnay dapat na mga salita, parirala, o pangungusap ang “at.” Kapag inilalagay sa unahan ng 
pangungusap, nagpapahiwatig na kaagad na kalahati lamang ang sumusunod ditong pangungusap. Kung 
gayon, nawawala ang kabuuan. 

MALI: At napagpasyahan naming ipadala ang sulat kay Gary. 

TAMA: Napagpasyahan naming ipadala ang sulat kay Gary. 
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2 . 8 . Bantayan ang pagkakaroon ng mga maling panturing (modifier). Higit pa rito, pag-ingatan ang 
pagkakasunod-sunod ng mga salita sa loob ng pangungusap. 

TAMA: Naiwan ang sulat ni Gary. 

TAMA: Naiwan ni Gary ang sulat. 

Maging maingat sa sintaks sa wikang Filipino, dahil nakasalalay sa pagkakasunod-sunod ng mga salita 
ang diwa ng pangungusap. Bagamat parehong tama ang pangungusap sa itaas, magkaiba ang ibig sabihin 
nila. Sa unang pangungusap, nangangahulugang pagmamay-ari ni Gary ang naiwang sulat. Ang sulat ang 
tinuturingan ni Gary. Sa ikalawang pangungusap, si Gary ang nakagawa ng pag-iwan sa sulat na maaaring 
pagmamay-ari niya o hindi. Ang pag-iwan ang tinuturingan ni Gary. 

2 . 9 . Tiyaking magkatimbang ang estruktura ng mga ideya sa loob ng iisang pangungusap. Tiyaking kung sugnay 
ang pinag-uugnay, sugnay dapat lahat; kung parirala, parirala dapat lahat; at kung pandiwari, pandiwari 
dapat lahat. Magkakatulad dapat na estruktura ang ginagamit sa mga pinagtatabi-tabing ideya. 

MALI: Itinuro niya sa amin kung paano ang lumangoy, ang pag-akyat ng bundok, 

at ang paraan ng pagbibisikleta para sa triathlon. 

TAMA: Itinuro niya sa amin kung paano lumangoy, umakyat ng bundok, at magbisikleta 

para sa triathlon. 

2 . 10 . Bantayan ang paggamit ng pang-angkop na “na.” Inaangkop ng “na” ang tunog ng patinig at katinig sa isa’t 
isa upang higit na maging madulas ang pagkakakabit ng mga parirala at sugnay. Ginagamit ang “na” kapag 
nagtatapos sa katinig ang sinusundan nitong salita, maliban na lamang kung nagtatapos sa katinig na “n.” 
Hiwalay na salita ang “na” sa sinusundan nitong salita. Nagiging “-ng” ang “na” kapag nagtatapos naman 
sa patinig ang sinusundan nitong salita. 

Ibinubukod ang mga salitang nagtatapos sa katinig na “n” dahil natatagpuan na rin naman ang tunog nito 
sa “-ng.” Itinutuloy na lamang ng pagdadagdag ng “-g” upang buuin ang tunog ng “-ng” sa mga salitang 
nagtatapos na sa “n.” 

MALI: Ipinagtanggol niya ang ibinasura na batas sa Senado. 

TAMA: Ipinagtanggol niya sa Senado ang batas na ibinasura. 

TAMA: Ipinagtanggol niya sa Senado ang ibinasurang batas. 

MALI: Ang pinabantayan na kriminal ang nakatakas sa presinto. 

TAMA: Ang pinabantayang kriminal angnakatakas sa presinto. 

May mga pagkakataong dahil sa paggawang “-ng ” ng “na,” nakalilikha ito ng magkakasunod na salitang 
pawang nagtatapos sa tunog na “ng.” Sa ganitong mga pagkakataon, baliin ang magkakasunod na tunog na 
“ng .” Iwasang paaabutin sa tatlong magkakasunod na “ng.” 

MALI: salitang walang kasamang 

TAMA: salita na walang kasama 

TAMA: salitang walang kasama na 
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2 . 11 . Magkaiba ang “para” sa “upang.” Isang pangatnig ang “upang,” samantalang pang-ukol (preposition) 

naman ang “para.” Kadalasang ikinakabit sa “para” ang “para sa” at “para kay.” Bilang pangatnig, ginagamit 
ang “upang” upang pag-ugnayin ang mga salita, parirala, at pangungusap, magkatimbang man o hindi. 
Bilang pang-ukol, nagpapahiwatig ang “para” ng ugnayan sa pagitan ng mga salita sa loob ng pangungusap. 
Katumbas ang “upang” ng “to” sa wikang Ingles. Katumbas naman ang “para” ng “for” sa wikang Ingles. 

MALI: Ginawa ko ang proyekto para pasayahin siya. 

TAMA: Ginawa ko ang proyekto upang pasayahin siya. 

TAMA: Ginawa ko ang proyekto para sa kaniya. 


2 . 12 . Magkaiba ang “ng” sa “nang.” Isang pang-ukol ang “ng.” Bukod sa pagiging pangatnig, isa ring pang-abay 
(adverb) ang “nang.” Kapag pang-abay na pamanahon, katumbas ang “nang” ng “when” sa wikang Ingles. 
Katumbas naman ang “ng” ng “of” sa wikang Ingles. Ginagamit din ang “nang” upang ilarawan ang aksiyon 
na ginagawa ng pandiwa. 

MALI: Pinatay namin ang ilaw ng lumabas kami ng kuwarto. 

TAMA: Pinatay namin ang ilaw nang lumabas kami ng kuwarto. 

Ginagamit din ang “nang” bilang pang-angkop ng inuulit na salita. 

Palakas nang palakas ang suporta ng mamamayan sa kaniya. 

3. Mga suliranin sa pagbabalangkas ng mga salita 


3 . 1 . Ang unang pantig ng salitang-batayan ang inuulit sa pagbabalangkas ng mga salita. Tinutukoy ng salitang- 

batayan ang pinakaubod na ideyang binabalangkas sa loob ng salita. Iba ang salitang-batayan sa salitang- 
ugat na tumutukoy sa pinakaubod na salita na walang kasamang ni kahit na anong panlapi. 


MALI: 

TAMA: 

SALITANG-UGAT: 

SALITANG-BATAYAN: 


magkasasama 

magkakasama 

sama 

kasama 


MALI: 

TAMA: 

SALITANG-UGAT: 

SALITANG-BATAYAN: 


nakakasama 

nakasasama 

sama 

sama 


Sa salitang “magkakasama,” hindi ang “sama” ang pinakabatayang ideya, kung hindi ang pagiging 
“kasama.” Sa kabilang banda, sa salitang “nakasasama,” ang “sama” sa “pagsama” ang pinakabatayang 
ideya. Maging maingat na hindi salitang-batayan ang lahat ng salitang-ugat. 

3 . 2 . Huwag kalilimutan ang uniaping “i-” kapag binabalangkas ang pandiwa nang may tuwirang layon (direct 

object), nang may pinaglalaanan ang galaw ng pandiwa o may isinasaad na instrumento o pangganap. 
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May Tuwirang Layon 


MALI: Binigay ko sa kaniya ang dokumento. 

TAMA: Ibinigay ko sa kaniya ang dokumento. 

Sa ginamit na halimbawa, ang dokumento ang tuwirang layon. 

May Pinaglalaanan 

MALI: Pinagsulat ko siya ng dokumento. 

TAMA: Ipinagsulat ko siya ng dokumento. 

Sa ginamit na halimbawa, nangangahulugang isinulat ko ang dokumento para sa kaniya. Siya ang 
pinaglalaanan ko ng gawain ng pagsusulat. 

May Pangganap 

MALI: Pinansulat ko ang bolpen niya ng sanaysay. 

TAMA: Ipinansulat ko ang bolpen niya ng sanaysay. 

Sa ginamit na halimbawa, nangangahulugang ang bolpen ang ginamit na instrumento ng pagsusulat. 

Bantayang hindi sa lahat ng pagkakataon kinakailangang lagyan ng uniaping “i-” ang lahat ng salitang 
nilalagyan ng gitlaping “-in-,” at ng uniaping “pag-” o “pang-.” Sa ginamit na halimbawa sa itaas, 
maaaring wasto ang pagkakagamit ng “pinagsulat.” Ngunit iba ang kahulugan nito sa “ipinagsulat.” May 
pinaglalaanan ng pagsusulat ang “ipinagsulat.” Sa kabilang banda, nangangahulugang inudyukan ko siya 
upang gawin ang akto ng pagsusulat sa “pinagsulat.” 

Bantayan ang pagkakaiba-iba ng kahulugan ng mga sumusunod na pagbabalangkas. 

MALI: Itinupad ko ang pangako ko sa kaniya. 

TAMA: Tinupad ko ang pangako ko sa kaniya. 

Sa ginamit na halimbawa, ang pangako ang tuwirang layon ng gawain ng pagtupad ko. Ngunit pansining 
kahit may tuwirang- layon, hindi wasto ang paglalagay ng uniaping “i-” sa binalangkas na “tinupad.” 

Sa ganitong mga pagkakataon, bantayan ang kahulugan ng salitang-batayan na binabalangkas. Paloob 
ang direksiyon ng akto ng pagtupad. Kung kaya, kahit may tuwirang-layon o pinaglalaanan ang kilos ng 
pandiwa ng pagtupad, hindi kinakailangang lagyan ng uniaping “i- .” 

Sa kabilang banda, palaging palabas ang direksiyon ng mga pandiwang ginagamit kapag may isinasaad na 
pangganap. Palagi nang may itinatakdang agwat ang tao sa gagamitin niyang instrumento o pangganap. 

Ibig sabihin, hindi katulad ng may tuwirang-layon o pinaglalaanan ng kilos, palaging may uniaping “i-“ ang 
mga pandiwang may pangganap. 
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Kung gayon, may ipinahihiwatig na palabas na direksiyon ang galaw ng pandiwa kapag nilalagyan ng 
uniaping “i-.” Kapag tumataliwas ang ganitong direksiyon ng galaw sa diwa ng salitang-batayan, huwag 
lalagyan ng “i-”. Kung gayon, pangangailangan dito ang pagiging sensitibo sa diwa ng binabalangkas na 
salitang-batayan. 

MALI: Pinatupad niya ang batas sa lugar nila. 

TAMA: Ipinatupad niya ang batas sa lugar nila. 

Sa ginamit na halimbawa, palabas ang direksiyon ng pagpapatupad ng batas. 

TAMA: Sinuong namin ang ga-bundok na trabaho sa opisina. 

TAMA: Isinuong ko siya sa isang kompromiso. 

Sa ginamit na halimbawa, paloob ang direksiyon ng sinuong, dahil kami ang gagawa ng akto ng pagsuong. 
Samantala, siya ang gagawa ng pagsuong, at hindi kami, sa pandiwang “isinuong.” 

MALI: Ibinantayan namin ang pagtatalo sa Kongreso. 

TAMA: Binantayan namin ang pagtatalo sa Kongreso. 

Sa ginamit na halimbawa, parating may agwat sa pagitan ng ako at ng pagbabantayan. Palabas sa ako ang 
direksiyon ng pagbabantay. 

TAMA: Ibinuo namin siya ng isang panukalang batas. 

TAMA: Binuo namin ang panukalang batas. 


3.3. Magagamit ang ganitong pagiging sensitibo sa direksiyon ng pagtupad ng galaw ng pandiwa sa paggamit 
ng panlaping “-um” at “mag-.” Nagpapahiwatig ng paloob ng direksiyon ng pagtupad ng galaw ng pandiwa 
kapag “-um” ang ginagamit na panlapi. Nagpapahiwatig naman ng palabas na direksiyon ng pagtupad ng 
galaw ng pandiwa kapag “mag-” ang ginagamit na panlapi. 


PALOOB: 

PALABAS: 

PALOOB: 

PALABAS: 


Bumili ako ng tinapay. 

Namili (Nagbili) ako ng tinapay. 

Bumigay ako sa mga pagbabanta niya. 
Nagbigay ako ng donasyon sa mga nasalanta. 


3.4. Gamitin ang mga panlaping “maka-,” “makapag-,” “naki-,” “magpa-,” “makapa-” at “makapagpa-” bilang 
tanda ng paggalang lalong-lalo na pagdating sa mga pormal na sulatin na humihingi ng pahintulot o 
nagpapaumanhin. 

Nakagamit 

Nakapaggamit 

Nakigamit 

Nagpagamit 

Nakapagamit 

Nakapagpagamit 


120 


GABAY SA ESTILO PARA SA GOBYERNO 



4 . 


Mga suliranin sa gamit ng mga salita 


4 . 1 . Iwasan ang paggamit ng “siya” bilang panghalip sa bagay. Sa kabilang banda, hindi “ito” ang panghalip 
pambagay sa wikang Filipino. Hindi katulad sa Ingles, walang panghalip pambagay sa wikang Filipino. 
Hindi katumbas ng “it” ang “ito” sa Filipino. Isang Pantakda o Panghalip Pamatlig ang “ito.” Higit na 
katumbas nito ang “this” at “that” sa wikang Ingles. Ibig sabihin, may itinuturong direksiyon ang paggamit 
ng salitang “ito.” Sa kaso ng “ito,” malapit sa nagsasalita ang tinutukoy, kaiba sa “iyan” at “iyon” na malayo. 
Bukod sa pagturo ng direksiyon, nagtatakda rin ang “ito” ng pagiging partikular ng tinutukoy nito. 

MALI: Nasira ang cellphone ko. Nalaglag ko kasi siya. 

TAMA: Nasira ang cellphone ko. Nalaglag ko kasi ito. 

MALI: Ito ang tagapangulo namin. 

TAMA: Siya ang tagapangulo namin. 

Ibig sabihin, malapit sa nagsasalita ang cellphone. Bukod dito, itinatakda rin nito na ito ang nalaglag 
na cellphone at wala nang iba pang cellphone. Bagama’t pareho maaaring gamitin sa pagpapakilala ng 
tagapangulo ang “ito” at “siya,” nagpapahiwatig ng malapitang pagpapakilala ang paggamit ng “ito.” Ngunit 
dahil iginagalang na tao ang tagapangulo, higit na akma ang paglalagay ng agwat sa pagitan ng tagapangulo 
at sa ipinakikilala sa kaniya. Kung gayon, higit na akmang gamitin ang “siya.” 

4 . 2 . Kung makatatayo naman ang salita bilang pangngalan (noun), hindi na kailangang gamitan pa ng 
panlaping maka-ngalan, maliban na lamang kung pangngalang basal ang nais buuin sa paggamit ng 
panlaping maka-ngalan. Huwag gagamitin ang panlaping maka-ngalan upang magpahiwatig lamang ng 
maramihan. 

MARAMIHAN: mga pulis 

PANGNGALANG BASAL: kapulisan 

MARAMIHANG PANGALANG BASAL: mga kapulisan 

Kung nais ipahiwatig na maraming pulis, gamitin ang pahayag na “mga pulis.” Tinutukoy ng “kapulisan” 
ang kabuuang institusyon na kinabibilangan ng mga pulis. Ibig sabihin ng pahayag na “mga kapulisan,” 
maraming uri ng institusyon ng kapulisan; iba-ibang institusyon ng mga pulis. Magkakaiba sila ngunit 
tinutukoy sila rito bilang isahan. 

MALI: Hindi ko mailarawan ang kaligayahan namin sa pagbakasyon sa dagat. 

TAMA: Hindi ko mailarawan ang ligaya namin sa pagbakasyon sa dagat. 

TAMA: Hindi ko mailarawan ang kaligayahan namin sa muli naming pagkikita. 

Mali ang unang pangungusap dahil pagbakasyon lang naman sa dagat ang ugat ng pagkakaramdam ng 
ligaya. Ibig sabihin, higit na malalim na ligaya ang tinutukoy ng kaligayahan. Isang abstraktong ideya 
na ang tinutukoy ng kaligayahan kaysa ligaya, dahil hindi na sapat ang pagiging pangngalan lamang ng 
salitang-ugat. Kinakailangan pa nitong dagdagan ng panlapi pang maka-ngalan. 
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4 . 3 . Gumamit ng iisa lamang na tanda ng pangmaramihan sa paglalarawan. 

MALI: maraming iba’t ibang mga bulaklak 

TAMA: iba-ibang bulaklak 

TAMA: maraming bulaklak 

TAMA: mga bulaklak 

4 . 4 . Sa pagbuo ng mga pang-uri, kadalasang ginagamit ang uniaping “ma-.” Ngunit hindi sa lahat ng 
pagkakataon, nasusunod ang ganitong tuntunin. Nangangahulugan ng pagkakaroon ng anumang 
katangian ang pagdadagdag ng uniaping “ma-.” 

TAMA: Magandang bata 

MALI: Gandang bata 

MALI: Mapangit na bata 

TAMA: Pangit na bata 

Ang ibig sabihin ng magandang bata, may angking ganda ang bata. Ngunit hiwalay sa bata ang kagandahan 
gayong maaari lamang niya itong angkinin. Kung gayon, mahihiwatigan ang kaunting pagpapakumbaba 
kapag inilalarawan ang isang tao bilang maganda dahil parang sinasabing hindi mismo ang tao ang 
kagandahan. Sa kabilang banda, kapag inilalarawan ang isang bagay bilang pangit, nahihiwatigan naman 
dito ang pagkamuhi ng naglalarawan sa inilalarawang pangit. Sinasabi ng naglalarawan na ang taong 
pangit ang ubod ng kapangitan. 

MALI: Mapayat na tao 

TAMA: Payat na tao 

MALI: Tabang tao 

TAMA: Matabang tao 

4 . 5 . Bantayan ang kaibahan ng “nina” at “nila.” panghalip na pangmaramihan sa ikatlong panauhan ang “nila.” 
Samantala, pananda ang “nina,” kasama na ang “kina.” 

MALI: Pinuntahan nila Pedro at Juan ang opisina ko. 

TAMA: Pinuntahan nila ang opisina ko. 

Sa ginamit na halimbawa, hindi na kinakailangang banggitin ang mga pangalan nina Pedro at Juan bilang 
sila na nga ang nais palitan o halipan ng panghalip na “nila.” 

Pinuntahan nina Pedro at Juan ang opisina ko. 

Sa ginamit na halimbawa, nagsisilbing panandang pangmaramihan ang “nina” para kina Pedro at Juan. 
Kauri ang “nina” ng panandang “ni” na pang-isahan naman. 

MALI: Pumunta ako kila Pedro at Juan. 

TAMA: Pumunta ako kina Pedro at Juan. 
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Walang salitang “kila” sa wikang Filipino. Mapapansing pinagsamang “kina” at “nila” ang “kila” ng isang 
nalilito sa kaibahan ng panghalip at pananda. 

4 . 6 . Bantayan ang kaibahan ng “tiga” sa “taga.” Isang Tagalismo ang “tiga” ng “taga.” Sa mga Tagalog, 
katanggap-tanggap ang “tiga-Maynila.” Ngunit sa Filipino, higit na gamitin ang “taga-Maynila.” 

Huwag ring ipagkakamali ang “tiga” sa uniaping “tig-,” “tigi-,” o “tiga-” na ikinakabit sa pamilang. Sa 
pagbabalangkas ng uniaping “tigi-” at “tiga-,” inuulit nang buo ang uniaping “tigi-,” at ikinakabit sa 
pamilang na tinanggalan ng unang pantig, hanggang sa ikaapat na bilang. 

tigi-tigisa 

tiga-tigalawa 

tiga-tigatlo 

tiga-tigapat 

tiglilima 

tig-aanim 

4 . 7 . Kapag hindi nakatitiyak sa kahulugan at gamit ng salita, konsultahin ang diksiyonaryo. Iwasan ang mga 
literal na pagsasalin. 

Malasakit bilang compassion, pakikiramay, pakikiisa 

5. Mga suliranin sa paghihiram ng mga salita 

5 . 1 . Isa sa mga paraan ng pagpapaunlad ng wikang pambansa ang modernisasyon ng wikang Filipino. Layunin 
nitong iangkop ang wika sa mga bagong tungkulin na iniaatang sa wikang pambansa at tugunan ang mga 
pangangailangan ng mga gumagamit ng wikang Filipino. Kailangan nga lamang linawin kung ano ang ibig 
sabihin dito ng modernisasyon. 

Una, hindi nangangahulugang pagtakwil sa mga “lumang” salita ang pag-angkop sa mga “bagong” salita. 
Higit pa sa ito usapin ng pagiging luma at bago, ng kung ano ang uso at napapanahon o gasgas at napag- 
iwanan ang ibig sabihin ng modernisasyon. 

Ikalawa, hindi nangangahulugan na malawakang paghihiram mula sa wikang Ingles ang modernisasyon. 
Bagama’t nakilala ng kulturang Filipino ang modernong tradisyon mula sa mga Amerikano, hindi 
ibig sabihin ay magkasingkahulugan ang pagiging Amerikano at pagiging moderno. Tinutukoy ng 
modernisasyon ng wika ang kakayahan ng wikang makaagapay sa mga pagbabagong nangyayari sa 
pangkalahatang kapaligiran. 

5 . 2 . Nakaagapay lamang ang isang wika sa mga pagbabago kung may kakayahan ang wika na pangalanan ang 
partikularidad ng karanasan ng tao, sabay ng kakayahahang mapangalanan ang matatayog na ideyang 
abstrakto. Kung gayon, kinakailangan ang magkasabay na husay ng isang wika na maging eksakto at 
maging mapaglahat. Ang pagiging tumpak at abstrakto ang dalawa sa katangian ng maka-agham na pag- 
iisip na siyang muhon ng modernong tradisyon. 
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Bilang halimbawa, hindi katanggap-tanggap ang paghiram sa salitang “chair,” “cheyr,” o “tseyr” dahil 
lamang nalulumaan na tayo sa salitang “upuan.” Sa kabilang banda, hindi rin naman nakapagpapaunlad 
sa wika ang paggamit sa salitang “upuang de-gulong” upang pangalanan ang wheelchair. Hindi tumpak 
ang upuang de-gulong dahil hindi naman masasabi kung wheelchair ang lahat ng tinutukoy ng upuang de- 
gulong. Samantala, kapag sinabing wheelchair pumapasok na kaagad sa isip ang konteksto ng pagkakaroon 
ng ospital at ang kabuuang kultura ng pag-aalaga sa mga may-sakit sa loob ng nasabing establisimyento. 
Kinakailangan ang ibayong pag-iingat sa pag-unawa sa kahulugan ng modernong salita sa konteksto ng 
kulturang Filipino. 

Kaakibat nito, ang muli at palagiang paggamit ng mga lumang termino ang magsisilbing muling pagbuhay 
nito at paglagay muli sa sirkulasyon nang hindi mamatay. Halimbawa: “tumba-tumba” angtawag natin sa 
rocking chair. Bihira man gamitin sa kasalukuyan ang tumba-tumba, hindi katanggap-tanggap na basta na 
lamang gamitin ang rocking chair nang walang pasintabi sa tumba-tumba. Nangangailangan lamang nang 
muling popularisasyon ng salitang tumba-tumba. Ang pagtanggap sa paggamit ng magkakasabay na upuan, 
tumba-tumba at wheelchair ang masasabing isang magandang halimbawa ng modernisasyon ng wikang 
Filipino. Nahuhuli ng tatlong salita ang partikularidad ng karanasan ng pagkakaroon ng upuan sa kultura 
natin. 

Kungpalalalimin pa, higit na partikular ang pagpapangalan ng wikang Filipino sa karanasan ng “palay” 
sa ating kultura. Higit na tumpak ang mga salitang “palay,” “bigas,” “kanin,” “lugaw,” “tutong,” “bahaw,” 
“sinangag” kung itatambis sa iisa lamang na salitang “rice” sa wikang Ingles. Kung gayon, sa karanasan ng 
palay, maaaring masabing higit na modernisado ang wikang Filipino kaysa sa wikang Ingles; huwag nang 
isama ang kakayahan ng wikang Filipino na ilarawan ang iba’t ibang pagkakaluto ng kanin: maanta, malata, 
malabsak, malagkit, at iba pa. 

Sa pagpapangalan naman sa matatayog na ideya, nandoon din ang mga salitang kalooban, budhi, atbp. Sa 
kabilang banda, humihiram din ang wikang Filipino ng pamamaraan ng pagpapangalan sa mga abstraktong 
konsepto sa wikang Espanyol at Ingles. Halimbawa, ang paggamit ng mga panlaping “-ismo,” “-ion,” atbp. 

pormalismo (Sp. formalismo) 
komunismo (Sp. comunismo) 
transportasyon (Sp. transportacion) 
populasyon (Sp. populacion) 

5 . 3 . Bilang pagbubukas ng wikang pambansa sa mga salitang maaaring hiramin sa mga rehiyonal at dayuhang 

wika, dinagdagan ang dating abakadang Pilipino (a, b, k, d, e, g, h, i, 1, m, n, ng, o, p, r, s, t, u, w, y) ng walo pang 
titik (c, f, j, n, q, v, x, z) . Ibig sabihin, maaari na ring marinig sa wikang Filipino ang mga tunog na dati-rati, 
nalilikha lamang ng mga wikang rehiyonal. Halimbawa, wala nang makapipigil na maisama sa talasalitaan 
ng wikang Filipino ang feyu (pipa na yari sa bukawe o sa tambo) ng Kalinga, masjid (gusaling sambahan 
ng mga Muslim) ng Meranaw, at julup (masamang ugali) ng Tausug nang hindi binabago ang kanilang 
pagkakabaybay sa wikang rehiyonal. 

Kinikilala nito na may sariling determinasyon ang wikang rehiyonal, katulad ng may sarili ring 
determinasyon ang wikang pambansa. Nakasalalay na lamang sa paggamit at pagkaunawa ng higit 
na nakararami sa nasabing termino at pagkokodipika rito sa mga diksiyonaryo ng wikang Filipino. 
Halimbawa, hindi naman matatagpuan ang lahat ng salitang Iluko sa diksiyonaryong Filipino; bagama’t 
nakapagpapayaman ang wikang Iluko sa wikang Filipino, gayundin ang wikang Filipino sa wikang Iluko. 


124 


GABAY SA ESTILO PARA SA GOBYERNO 



Maaari na ring maiwasto ang mga dating pag-aangkop sa mga rehiyonal na termino na binaybay sa 
abakadang Pilipino. 


MALI: 

ladyi 

TAMA: 

lajl 

MALI: 

Ipugaw 

TAMA: 

Ifugao 


5 . 4 . Sa kaso ng titik “j,” kakatawanin nito sa wikang Filipino ang tunog na “dyey” at hindi “ha.” Halimbawa, 
jambangan (Tausug), jantung (Tausug), sinjal (Ibaloy), jinjin (Ivatan), atijang (Ivatan). Ngunit hindi 
eksklusibo sa “j” ang tunog na “dyey.’ Maaari ring katawanin ang tunog na “dyey” ng titik “g” kapag sa 
wikang Ingles hiniram ang salita katulad ng generator, at digest na maaari nang hiramin nang buo. 

Sa kabilang banda, hindi na kailangang ibalik ang “j” sa nakodipika nang dyip, dyanitor, at dyaket. Ibig 
sabihin, palaging “dyey” ang bigkas ng titik “j” sa anumang salitang Filipino na hindi nagmula sa wikang 
Ingles. Kapag nagmula sa wikang Ingles ang hiniram na salita, maaaring titik “g” o titik “j” ang kumatawan 
sa tunog na “dyey” depende sa gamit ng salita. 

5 . 5 . Sa paghihiram ng mga salita, tiyakin na munang wala ngang katumbas na salita sa mga salita sa Filipino 
o sa mga rehiyonal na wika. Kung mayroon, gamitin ang natuklasang salita. Kung mayroon naman 

sa rehiyonal na wika, ngunit wala pang gumagamit, gamitin nang mapalaganap. Balang-araw, kapag 
lumaganap nga, maaaring maging kabahagi na ang ginamit na termino ng kabuuang talasalitaan ng wikang 
Filipino. 

gahum (Bisaya, hegemonic power) 
ilahas (ilonggo, wild) 
rabaw (lloko, surface) 

lawas (Bisaya, katawan; ngunit higit na mahalaga, maaari ring “body of work”) 

5 . 6 . Parating buo ang paggamit ng mga wikang rehiyonal sa wikang Filipino. Ibig sabihin, susundin ang 
pagkakabaybay sa pinanggalingang rehiyonal na wika. Sa paggamit ng mga salita sa wikang rehiyonal na 
may mga diakritika, panatilihin ang pagbaybay nang may diakritika kapag iniangkop na sa wikang Filipino. 

5 . 7 . Kung wala talagang matagpuang salita sa mga wikang nasa loob ng Pilipinas, unang konsultahin ang 
wikang Espanyol, kasunod ang wikang Ingles. Walang problema kung magkalapit o magkapareho ang 
salitang inihahain ng Espanyol at Ingles. Kailangan lamang sundin ang pagbabaybay sa wikang Espanyol 
na higit na malapit sa wikang Filipino sa palapantigan. Sa ganitong tuntunin, kinikilala natin ang 
pinagdaanang kasaysayan ng bansang Pilipinas. Wala ring problema kung Espanyol lang o Ingles lang ang 
may maihahaing salita. Piliin ang kung ano ang mayroon. Ngunit kung parehong may mahihiram na salita 
mula sa Espanyol at Ingles, ngunit magkaibang magkaiba ang mga salita, piliin ang higit na mauunawaan at 
pamilyar sa kulturang Filipino. 

nibel (Sp. nivel; En. level) 
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Dahil dapat unahin ang paghiram sa wikang Espanyol, higit na ipinapayong gamitin ang nibel, kaysa sa 
anumang pagbabago ng baybay ng salitang “level.” Huwag gagamitin ang “lebel” o “libel” na maaari pang 
maipagkamali sa difamasyon. Iba pa rin ang libelo na maaaring mangahulugang panunuya lamang sa 
wikang Espanyol, at hindi agad paninira. 

korni (En. corny; Sp. cursi) 

Kahit pa may salitang cursi sa wikang Espanyol, higit nang pamilyar ang mga Pilipino sa salitang korni, na 
nagmula sa salitang Ingles na “corny.” Kung gayon, ipinapayong gamitin ang binagong baybay na korni. 

espesyal (Sp. especial) 
ispesyal (En. special) 

Dahil magkatulad na magkatulad at parehong pamilyar ang inihahaing salita ng Espanyol at Ingles, 
unahing hiramin ang Espanyol. Kung kaya, babaybayin nang ayon sa batas ng pagbaybay ng orihinal na 
Espanyol. 

5 . 9 . May dalawang pamamaraan ng paghihiram mula sa mga dayuhang salita: Una, ang paghihiram nang buo. 

Ibig sabihin, hindi binabago ang pagkakabaybay ng salita mula sa dayuhang wika sa pagkakaangkop nito 
sa wikang Filipino. Ikalawa, ang pagbabago sa pagkakabaybay sa wikang Filipino nang ayon sa tuntuning 
kung ano ang bigkas, siya ang baybay. 

5 . 9 . Pinapayagan ang paghihiram nang buo sa kaso ng mga dayuhang salita kapag masasabing bagong-bago 

ang salita; ang ibig sabihin dito ng bago ay hindi pa kailanman nakokodipika sa mga diksiyonaryo ng 
wikang Filipino. Kapag nakodipika na kung gayon sa mga diksiyonaryo, hindi na maituturing na bago. 
Kung bagong-bago ang dayuhang salita, hindi na kailangangbaguhin ang baybay. Kung kaya, maitatanong 
kung may bagong-bago ba talagang dayuhang salita? Mayroon. Sa patuloy na pagkaunlad ng wikang dayuhan, 
nakabubuo pa rin sila ng mga bagong salita sa pamamagitan ng kanilang pagiging malikhain. 

agritourism 

audiophile 

bromance 

buzzword 

chatroom 

chick lit 

citizen journalism 

cyberbully 

cybercafe 

daycation 

dramedy 

emoji 

emoticon 

fandom 

fashionista 

flashmob 

geek 
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hashtag 

hotspot 

infomercial 

infotainment 

meme 

netizen 

newbie 

photobomb 

road rage 

selfie 

staycation 

tweet 

unfriend 

vape 

videophile 

wiki 

zumba 

5 . 10 . Pinapayagan ang paghihiram nang buo sa kaso ng mga dayuhang salita kapag masasabing teknikal ang 
salita. 

cell 

ozone layer 
God particle 
El Nino 
La Nina 

carbon dioxide 
habeas corpus 

5 . 11 . Pinapayagan ang paghihiram nang buo sa kaso ng mga dayuhang salita kapag pangngalang pantangi ang 
nais hiramin. 

Coke 

Xerox 

Sa kaso ng mga pangngalang pantangi na nagkaroon na rin ng mga kodipikadong baybay, itinuturing ang 
dalawang baybay bilang mga baryasyon. Kinakailangan lamang maging konsistent ng nagsusulat sa pagpili 
ng baryasyon. 

China 
Germany 
England 
Japan 
Spain 


Tsina 

Alemanya 

Inglatera 

Hapon 

Espanya 


GABAY SA ESTILO PARA SA GOBYERNO 


127 



Ibig sabihin, kapag ginamit na ang baybay na China, hindi na maaaring gamitin ang baybay na Espanya sa 
loob ng parehong sulatin. 

5 . 12 . Pinapayagan ang paghihiram nang buo sa kaso ng mga dayuhang salita kapag hindi na makilala kung 
babaguhin pa ang baybay nang ayon sa tuntuning kung ano ang bigkas siya ang baybay. Kabilang na sa mga 
ganitong kaso ang mga pagbabago ng baybay na nagiging katawa-tawa o kakatwa na, at higit na mahirap 
pang basahin ang bagong anyo kaysa sa orihinal. 

pizza 

mix 

zebra 

cauliflower 

sandwich 

salvage 

bouquet 

jet 

jazz 

jam 

Halimbawa, hindi puwedeng gamitin ang salitang “sosyal” bilang baybay ng “social.” Samantalang 
tinutukoy ng salitang Ingles na “social” ang lipunan (society), tinutukoy naman ng “sosyal” ang katangian 
ng pagmamataas sa kinalulugarang antas-panlipunan. Kung gayon, iba ang kahulugan ng “sosyal” sa 
“social.” Sa ganitong pagkakataon, gamitin ang “panlipunan” bilang pagsasalin, at hindi na paghihiram, ng 
salitang “social,” at ang “uring panlipunan” bilang pagsasalin naman ng “social class.” 

5 . 13 . Pinapayagan ang paghihiram nang buo sa kaso ng mga dayuhang salita kapag masasabing nasisira ang 
kabuluhang pangkultura, panrelihiyon, o pampolitika kapag binago pa ang baybay nang ayon sa bigkas. 

feng shui 
chopsuey 
czar 

pharaoh / pharaon 
jujitsu 

5 . 14 . Pinapayagan ang paghihiram nang buo sa kaso ng mga dayuhang salita kapag masasabing higit nang 
popular ang anyo ng baybay ng hinihiram na salita. 

cartoon 

sale 

duty free 

screen 

billboard 

internet 

website 

network 

jingle 
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5 . 15 . Pinapayagan ang paghihiram nang buo sa kaso ng mga dayuhang salita kapag masasabing lumilikha ng 
kaguluhan ang pagbabago ng baybay dahil may kahawig na salita sa Filipino. 

baguette vs bagets 

Halimbawa, kailangang may “h” pa rin ang humanismo, humanista, humanidades, at humanitaryo. 
Nanggaling ang salitang-ugat ng mga nabanggit sa “humano” na may “h,” na maaaring maipagkamali sa 
salitang “umano” sa wikang Filipino. 

Sa mga nakodipika na ang bagong pagkakabaybay ngunit hiniram sa mga dayuhang salita, hindi na 
kailangang ibalik pa sa dating baybay. Kailangan lamang balikan ang Diccionario Tagalog-Hispano (1914) 
ni Pedro Serrano-Laktaw, at Diksyunaryo Tesauro Pilipino-Ingles (1972) ni Jose Villa Panganiban, 
upang magkaroon ng ideya kung gaano na kalawak ang ginawang paghihiram natin sa wikang Espanyol at 
Ingles. Sa labis na lawak na, hindi na pangangailangan at praktikal ang muling pagbabalik ng mga salitang 
hiniram sa orihinal nilang baybay. Kabilang na rito ang mga neolohismo sa pagbuo ng salitang kinikilala 
ang pagkakaugat sa wikang Espanyol, sa pamamagitan ng paggamit ng mga hulaping “-ismo,” “-idad,” 
era (-ero),” “-ista (-isto),” “-ica (-ico),” “-ia (-io),” na hiniram din lamang rnula sa mga wikang Griyego, 
Italyano, at Latin. 

pirma (Sp. firma) 
bintana (Sp. ventana) 
kalye (Sp. calle) 
pormal (Sp. formal) 
impormal (Sp. informal) 
pormalidad (Sp. formalidad) 
depormidad (Sp. deformidad) 
inhenyero (Sp. ingeniero) 
kahero (Sp. cajero) 
anarkista (Sp. anarquista) 
imperyalista (Sp. imperialista) 
kimiko (Sp. quimico) 
parmasyutiko (Sp. farmaceutico) 
nobyo (Sp. novio) 
baryo (Sp. bario) 
ekolohiya (Sp. ecologia) 
zoolohiya (Sp. zoologia) 

Sa kabilang banda, may mga pagkakataong nagkakasundo ang mga gumagamit ng salita na huwag sundin 
ang ganitong tuntunin upang makaiwas sa mga nakalilitong pagpapakahulugan. Higit na ginagamit ang 
“kritisismo” (En. criticism) kaysa sa “kritika” (Sp. critica), “kritiko” (Sp. critico) kaysa sa “manunuri” 
(Tag. magsusuri), “siyentista” (En. scientist) kaysa sa “siyentipiko” (Sp. cientifico), “sikolohista” (En. 
psychologist) kaysa sa “sikologo” (Sp. psicologo). 

5 . 16 . Kinakailangan ang muling pagbaybay nang ayon sa bigkas sa paghihiram ng mga karaniwang dayuhang 
salita na hindi nakapasok sa naunang mga tuntunin. Dahil karaniwang salita ang tinutukoy dito (ibig 
sabihin: hindi teknikal na salita, hindi pangangalang pantangi, bagong-bago, at hindi lumilikha ng 
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kalituhan kapag binago ang baybay), ang pagbabago ng kanilang baybay ang mismo nang kodipikasyon 
sa kanila. Sa pagbabago ng baybay, bantayan ang orihinal na wikang pinaghihiraman, kung Espanyol 
ba o Ingles, dahil susunod pa rin sa tuntunin ng pagbabalangkas sa wikang pinaghiraman, sakaling 
nakabalangkas ang salitang hihiramin. 

hirarkiya (Sp. jerarquia; En. hierarchy) 

hirarkiko (Sp. jerarquico; En. hierarchical / hierarchic) 

imahen (Sp. imagen; En. image) 

aspekto (Sp. aspecto; En. aspect) 

kontemporanyo (Sp. contemporaneo; En. contemporary) 

5 . 17 . Sa paghihiram ng mga bagong salita, may tatlong pamamaraan ng pagpasok sa kanila sa pormal na 
sulatin. Una, nandoon ang pagtanggap na nito nang buong-buo sa loob ng sulatin nang hindi ginagamitan 
ng panipi o italiko, katulad ng mga kodipikado nang mga rehiyonal at dayuhang salita dahil napasama 
na sa mga diksiyonaryong Filipino. Hindi na rin ginagamitan ng panipi o italiko ang mga di-karaniwang 
dayuhang salita (mga pangngalang pantangi lamang) at mga karaniwang dayuhang salita na binago na 
ang pagbabaybay. Ang muling pagbabaybay na mismo ang nagsisilbi nang kodipikasyon ng karaniwang 
dayuhang salita sa wikang Filipino. 

May gahum ang simbahan sa ibabaw ng mamamayan. 

Nahihirapan na siya sa sakit na Parkinson. 

Binuksan niya ang kompyuter pagkapasok ng opisina. 

5 . 18 . Ikalawa, gamitan ng panipi o gawing italiko ang mga salitang kinuha sa mga wikang rehiyonal 
at ipinakikilala pa lamang sa wikang Filipino; ibig sabihin, kinakailangan pa ng kodipikasyon. 
Kinakailangang ilagay sa panipi o gawing italiko ang unang labas sa pagkakagamit nito sa pormal na 
sulatin. Tinatawag ng panipi o italiko ang atensiyon ng mambabasa na may terminong ipinapanukalang 
gamitin mula sa wikang rehiyonal. Pagkatapos ng unang banggit, hindi na pangangailangang gawing italiko 
upang makita ng mambabasa kung umaangkop ang salitang hiram sa pangkalahatang sulatin, at kung 
madulas ang pagkakagamit nito sa loob ng sulatin. Kasama rin sa mga gagawing italiko o gagamitan ng 
panipi ang mga di-karaniwang dayuhang salita na hiniram nang buo (teknikal na salita, at bagong-bago 
salita lamang), at karaniwang dayuhang salita na hiniram nang buo dahil lumilikha ng kalituhan kapag 
binago ang baybay. 

Nakaramdan siya ng kakaibang rigat (hirap) bilang tao. 

Sumapi siya sa fandom ni Ed Miliband. 

Hindi niya ginagamit ang kaniyang cellphone habang nagmamaneho. 

5 . 19 . Ikatlo, ilagay sa loob ng panipi ang mga salitang sariling inimbento ng nagsusulat. 

Iminumungkahi ng KWF na gamitin ang “gituldok” bilang salin ng middle dot. 

5 . 20 . Kung may natagpuan namang salita sa Filipino, ngunit sa palagay ng manunulat hindi na tumpak ang 
termino at nais magpakilala ng salitang rehiyonal o dayuhan bilang pampalit dito, kinakailangan pa ring 
sumunod sa mga naunang tuntunin. Kung bagong-bago ang termino, teknikal na salita, at kung makalilikha 
ng kalituhan kung babaguhin pa ang baybay, hiramin nang buong-buo. Kung karaniwan lang naman ang 
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ipinapanukalang terminong dayuhan na pampalit sa salitang Filipino, baguhin ang baybay kung hindi 
naman makalilikha ng kalituhan ang gagawing pagbabago. Sa parehong kaso, hiniram man nang buo o 
binago ang baybay, gawing italiko ang unang pagbanggit sa pormal na sulatin upang tawagin ang atensiyon 
ng mambabasa, na alam ng manunulat na may salita naman sa wikang Filipino ngunit pinipili pa ring 
gamitin ang salitang rehiyonal o dayuhan. Sa ganitong pamamaraan, masusubukan din ang tatag ng mga 
salita sa wikang Filipino na huwag mabulid sa pagiging antigo. 

Sa kabilang banda, katamaran at pagmamatigas lamang ng ulo ang paggamit ng mga sumusunod na salita 
gayong higit na tumpak at tiyak pa tin ang umiiral na salita sa wikang Filipino: 

sociedad (lipunan) 
iskul (paaralan) 
laybrari (aklatan) 
boksing (boxing) 
masinggan (machinegun) 
haywey (highway) 
gradweysiyon (pagtatapos) 
bisnes (negosyo) 
rasa (lahi) 
klase (uri, anyo) 
depende (salalay) 
respeto (paggalang) 
importante (mahalaga) 

5 . 21 . Sa paghihiram ng mga salita, iwasan ang pagbabalangkas ng mga hiniram na salita na parang pandiwa, 
hangga’t hindi pa kodipikado. Anuman, parating gamitin sa anyo nitong di-pandiwa ang hiniram na salita. 
Higit na malalim na asimilasyon sa wika ang pagbabalangkas bilang pandiwa. Kailangan na munang 
ipatanggap sa nakararami at ikodipika sa mga diksiyonaryo upang padaanin sa proseso ng pagbabalangkas: 
paglalapi man o reduplikasyon sa wikang Filipino. 

hinashtag 

nilagyan ng hashtag 
zumuzumba 
sumasayaw ng zumba 

5 . 22 . Maging konsistent. Halimbawa, kung hiniram na ang carbon dioxide nang buo, hindi puwedeng gamitin 
ang oksigen sa loob ng parehong sulatin. 
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IKALAWANG BAH AG I 


MGA PAGBABANTAS 

6. Ang paggamit ng tuldik 

6.1. Ginagamit ang mga tuldik upang linawin ang pagkakabigkas ng isang salita: kung binibigkas ba nang may 
impit o may schwa. Bilang pangkalahatang tuntunin, iwasan ang paggamit ng tuldik. Maaari nang matiyak 
ang kahulugan ng isang salita sa pamamagitan ng pagtingin sa konteksto ng pagkakagamit nito. 

6.2. Gumamit lamang ng tuldik sakaling hindi na sapat ang konteksto upang tiyakin ang pagpapakahulugan 
ng isang salita. Huwag gagamit ng tuldik kung hindi makatutulong sa pagpapayaman ng di-katiyakan sa 
pagkakabigkas ng salita. 


6 . 2 . 1 . 

Gamitin ang tuldik na paiwa (') sa dulong patinig ng mga salitang malumi. Nagiging malumi ang isang 
salita kapag binibigkas nang mabagal ngunit may-impit sa dulong pantig. 

paso (nadait sa init) 
paso (lalagyan ng halaman) 


6 . 2 . 2 . 

Gamitin ang tuldik na pahilis Q sa dulong patinig ng mga salitang mabilis. Nagiging mabilis ang isang 
salita kapag tuloy-tuloy na binibigkas nang mabilis hanggang sa dulong pantig. 

baka (hayop) 
baka (maybe) 


6 . 2 . 3 . 

Gamitin ang tuldik na pahilis (') para sa patinig ng uniaping “ma-” (na-) na nagpapahayag ng kilos o 
pangyayaring hindi sinasadya. Ibig sabihin, binibigkas ang uniaping “ma-” (na-) nang mabilis. 

pasa (hindi bagsak sa pagsusulit) 
pasa (ibigay sa ibang tao) 


6 . 2 . 4 . 

Gamitin ang tuldik na pakupya Q sa dulong patinig ng mga salitang maragsa. Nagiging maragsa ang isang 
salita kapag binibigkas nang mabilis ngunit may-impit sa dulong pantig. 

tayo (us) 

tayo (standpoint) 


6 . 2 . 5 . 

Gamitin ang tuldik na pakupya 0 upang katawanin ang may-impit na tunog sa loob ng isang salita, kaiba 
sa paiwa na ginagamit sa may-impit na tunog sa dulong pantig. Magagamit ang ganitong tuntunin sa mga 
kodipikado nang mga salita na nagmula sa mga wika mula sa rehiyong Bikol, Cordillera, at iba pang bahagi 
ngbansa. 
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hadit (Bikol, balisa) 

hulong (Ifugaw, patibong sa daga) 

ITmuhen (T’boli, ibong nagbibigay ng babala ang huni) 


6 . 2 . 6 . 

Gamitin ang tuldik na patuldok (") sa mga salitang binibigkas nang may schwa. Magagamit ang ganitong 
tuntunin sa mga kodipikado nang mga salita na nagmula sa mga wikang rehiyunal, partikular sa Meranaw, 
Pangasinan, Ilokano, Kiniray-a, Kuyonon, Kankanay, at Ibaloy. 

panagbenga (Kankanay, panahon ng pamumulaklak) 

6.3. Gumamit ng tuldik sa mga hiram na salita. 

6 . 3 . 1 . 

Gumamit ng paiwa, pahilis, pakupya, at iba pang asento at diacritics sa paghiram sa mga wikang rehiyunal, 
sa baybay nito sa orihinal na wika. 

6 . 3 . 2 . 

Gumamit ng paiwa, pahilis, pakupya, at iba pang asento at diacritics sa pagggamit ng mga salitang dayuhan 
na pangngalang pantangi. 

a (tilde) a (ring) 

6 . 3 . 3 . 

Gumamit ng paiwa, pahilis, pakupya, at iba pang asento at diacritics sa paggamit ng mga salitang dayuhan 
na hiniram nang buo. 

7. Ang paggamit ng tuldok 

7.1. Ginagamit ang tuldok (.) upang magpahiwatig ng paghantong sa kaganapan ng isang pahayag. Nagkakaroon 
ng ganap na paghinto sa pagbabasa kapag dumarating sa tuldok. 

7.2. Ginagamit ang tuldok sa pagwawakas ng pangungusap na paturol o pautos. 

7.3. Ginagamit ang tuldok sa pagdadaglat ng mga salita. 


7 . 3 . 1 . 

Mga panturing sa civil status at pantukoy ng ayos ng kapanganakan. 

G. (Ginoo) 

Gng. (Ginang) 

Bb. (Binibini) 

Jr. (Junior) 

Sr. (Senior) 


7 . 3 . 2 . 

Mga panturing sa propesyon o posisyon. 
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Dr. / Dra. (Doktor / Doktora) 
Sen. (Senador) 

Prop. (Propesor) 


7 . 3 . 3 . 

Mga panturing sa mga establisimyento. 

Ltd. (Limited) 

Inc. (Incorporated) 

Co. (Company) 


7 . 3 . 4 . 

Mga pagdadaglat sa katawagan ng mga lugar o kakalsadahan. 

Bgy. (Barangay) 

Ave. (Avenue) 

Blvd. (Boulevard) 

St. (Street) 


7 . 3 . 5 . 

Mga titulo sa patunguhan ng mga liham. 

Kgg. (Kagalang-galang) 

Igg. (Iginagalang) 

7 . 3 . 6 . 

Mga gitnang pangalan ng tao, o mga siyentipikong pangalan. 

Jose P. (Protacio) Rizal 
O. (Oryza) sativa 


7 . 3 . 7 . 

Titulo ng mga banal na tao. 

Sn. (San) Nicolas 
Sto. (Santo) Tomas 
Sta. (Santa) Isabel 

Ngunit hindi dinadaglat ang pangalan ng banal na tao kapag nakapaloob sa isa pang pangngalang pantangi. 

MALI: Unibersidad ng Sto. Tomas. 

TAMA: Unibersidad ng Santo Tomas 


7 . 3 . 8 . 

Mga una at gitnang pangalan ng mga kalye. 
J.P. Rizal St. 
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7 . 3 . 9 . 

Pagdadaglat ngpanahon 

8:30 n.u. (ng umaga) 

8:30 a.m. (anti-meridien) 
4:30 n.h. (ng hapon) 

4:40 p.m. (post-meridien) 
8:30 n.g. (ng gabi) 

8:30 p.m. (post-meridien) 


7 . 3 . 10 . 

Pagdadaglat ng mga palasak na parirala, na kadalasang nasa Latin sa mga tala at sanggunian. 

atbp. (at iba pa; etc.) 
blng. (bilang) 
w.l. (walang lathalaan) 
w.p. (walang petsa) 
pat. (patnugot) 
et al. (et alii/alia) 
ibid, (ibidem) 

7.4. Ginagamit ang tuldok sa pagtatapos ng bilang o titik sa paglilista o sa pagbubuo ng balangkas. 

7.5. Ginagamit ang tuldok sa mga desimal o sentimo. 

3.1415 

P3.75 

7.6. Ginagamit sa pagtatakda ng lugar sa internet, 
ncca.gov.ph 

7.7. Ginagamit ang tuldok sa paghihiwalay ng iba’t ibang bahagi ng sanggunian, at sa pagtatapos ng bawat entry 
sa talababa, talasanggunian, glossary, at iba pang paglilista. 

8. Ang paggamit ng kuwit 

8.1. Ginagamit ang kuwit (,) upang magpahiwatig ng pansamantalang pagtigil sa daloy ng ideya. Ipinahihiwatig 
din nito ang pansamantalang paghinto at paghinga sa gitna ng pagbasa. 

8.2. Ginagamit ang kuwit sa paghihiwalay ng mga sugnay ng mga pangungusap na tambalang pinag-uugnay 
(pinaghahawig man o pinagsasalungat) ng “at,” “ngunit,” “subalit,” “datapwat,” at iba pa. 

Dinamihan na ang mga pulis, subalit napakarami pa ring krimen ang nagaganap. 

8.3. Ginagamit ang kuwit sa paghihiwalay ng sugnay na pantulong kung pang-una sa pangungusap. 
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Nang may pitong taon pa lamang ako, muntik na akong malunod. 


8 . 4 . Ginagamit ang kuwit sa pagbubukod ng mga pang-abay at pangatnig kung una sa pangungusap. 

Gayunman, hindi siya nakatiis at lumuhod sa kaniyang harap. 

Samantala, hindi niya namalayan ang mabilis na paghila sa kaniyang mga paa. 

8 . 5 . Ginagamit ang kuwit sa pagbubukod ng mga bulalas, madamdaming pahayag, at iba pang nakakatulad na 
sangkap na nagbibigay ng malinaw na patlang sa daloy ng pangungusap. 

Ay, nagliwanag din ang lahat. 

8.6. Ginagamit ang kuwit sa paghihiwalay ng pamuno sa ibang bahagi ng pangungusap. 

Kilala si Dr. Jose Rizal, ang ating pambansang bayani, sa iba’t ibang bahagi ng daigdig. 

8 . 7 . Ginagamit ang kuwit sa paghihiwalay ng “oo” at “hindi” sa iba pang bahagi ng pangungusap. 

Oo, may natitira pa tayong pagkain. 

8.8. Ginagamit ang kuwit sa pagbanggit ng mga sunod-sunod na salita, parirala, o sugnay. Nilalagyan ng kuwit 
bago ang pang-ugnay sa pagtatapos ng serye. Maaaring palitan ng kuwit ang mga detayeng naipahiwatig na 
sa unahan ng serye. 

Bumili ka ng mantekilya, keso, hamon, at itlog. 

Sa pagbubukas ng bagong restoran ni Letty, halos 20% agad ang naibalik sa kanyang 
puhunan; nitong Disyembre, 15%, at; sa buwang ito, 10%. 

8 . 9 . Ginagamit ang kuwit sa paghihiwalay ng mga pagpapakahulugan sa loob ng isang glossary entry. 

8 . 10 . Ginagamit ang kuwit sa mga palagyong panawag. 

Bata, nakita mo ba ang aking bag? 

8 . 11 . Ginagamit ang kuwit sa paghihiwalay ng sinasabi ng nagsasalita sa ibang bahagi ng pangungusap. 
Ipinapasok ang kuwit bago ang panapos na panipi. 

“Itapon mo na ang basura,” sabi niya. 

8 . 12 . Ginagamit ang kuwit sa pagbubukod ng mga detalye sa pagbibigay ng impormasyon tungkol sa tirahan, 
petsa (kapagbuwan-petsa-taon), at pangalan (kapaguna ang apelyido). 

Panginay, Bigaa, Bulacan 
Oktubre 23, 2015 
Reyes, Mark S. 
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8.13. Ginagamit ang kuwit sa pagpapangalan kapag inuuna ang apelyido, kaysa sa pangalan. Inihihiwalay din 
nito ang suffixes o pedigrees sa gitnang inisyals o unang pangalan, sa pabaliktad na ayos ng pangalan. 

Reyes, Mark S. 

Reyes, Mark S., Jr. 

Ngunit, hindi na nilalagyan ng kuwit upang paghiwalayin ang suffixes o pedigrees. (Jr., Sr., Ill) sa 
karaniwang ayos ng pangalan. 

Mark S. Reyes Jr. 

Mark S. Reyes III 

8.14. Ginagamit ang kuwit sa katapusan ng bating pambungad at bating pangwakas kung mala-pormal. 

Mahal kong kaibigan, 

Lubos na gumagalang, 

8.15. Ginagamit ang kuwit sa paghihiwalay sa talababa at taladuluhan ng sangkap na may-akda at pamagat, 
tagapaglimbag at petsa. 

9. Ang paggamit ng tandang pananong 

9.1. Ginagamit ang tandang pananong (?) sa pagpapahayag ng tanong, o usisa, o alinlangan. 

Saan ka tutungo? 

Sigurado ka na ba sa pasya mo? 

9.2. Ginagamit ang tandang pananong sa pagpapahayag ng pag-aalinlangan sa sinundang pahayag. 

circa 1800? 

10. Ang paggamit ng tandang pandamdam 

10.1. Ginagamit ang tandang pandamdam (!) sa pagpapahayag ng bugso ng damdamin, sigaw o pahayag na 
mapang-uyam. 

Aray! Nasugatan ako! 

10.2. Iwasan ang doble o higit pang pandamdam. Sapat na ang isang tandang pandamdam upang ipahiwatig ang 
bugso ng damdamin. 

MALI: Diyos ko poll!! 

TAMA: Diyos ko po! 
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11. Ang paggamit ng tuldok-kuwit 

11 . 1 . Binubuo ng pinagsamang tuldok at kuwit ang tuldok-kuwit (j). Pinagkakabit nito ang magkahiwalay at 
ganap na pahayag na may magkatulad o magkaugnay na kahulugan. 

11 . 2 . Ginagamit ang tuldok-kuwit sa pagitan ng mga sugnay ng pangungusap na tambalang pinag-uugnay 
ng mga pangatnig tulad ng “samakatwid, yamang, bukod dito, ngunit,” at iba pa. Kung tutuusin, maaari 
namang ibukod na sa isa pang pangungusap ang mga sugnay na makapag-iisa, ngunit higit na makikita ang 
pagtatambal na ginagawa kung gagamitan ng tuldok-kuwit. 

Hikahos sa pilak ang makata; gayon man, mayaman siya sa pangarap. 

11 . 3 . Ginagamit ang tuldok-kuwit sa pagitan ng mga sugnay na tambalan kung hindi pinag-uugnay ng pangatnig. 

Mabuti ang pagbabasa; pumupukaw at nagpapaunlad ito ng kaisipan. 

11 . 4 . Ginagamit ang tuldok-kuwit sa mga lubhang komplikadong serye dahil kinapapalooban ng maraming 
bantas. 

Sa pagbubukas ng bagong restoran ni Letty, halos 20% agad ang naibalik sa kanyang 
puhunan; nitong Disyembre, 15%, at; sa buwang ito, 10%. 

11 . 5 . Ginagamit ang tuldok-kuwit sa paghihiwalay ng mga detalye o sangkap na ginagamitan na ng iba pang 
bantas. 

Hen. 2:3-6; 3:15, 17; 6:5, 14 

12. Ang paggamit ng tutuldok 

12 . 1 . Binubuo ng dalawang magkapatong na tuldok ang tutuldok (:). 

12 . 2 . Ginagamit ang tutuldok sa pagpapakilala ng magkakasunod-sunod na parirala o pangungusap. 

12 . 3 . Ginagamit ang tutuldok upang pangunahan ang pahayag na sinipi. 

Ang wika ni Rizal: “Kaluluwa ng bayan ang wika.” 

“Kaluluwa ng bayan ang wika”: ang wika ni Rizal. 

“Kaluluwa ng bayan ang wika,” ang wika ni Rizal. 

12 . 4 . Ginagamit ang tutuldok sa paghihiwalay ng mga minuto at oras ng tambilang. 

ika-8:30 n.u. 

12 . 5 . Ginagamit ang tutuldok sa Simula ng sunod-sunod na tala. 

Bigyan natin ngayon ng kahulugan ang mga sumusunod: Pilosopiya, Teolohiya, Sikolohiya, 
at Mitolohiya. 
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12 . 6 . Ginagamit ang tutuldok sa salitang pambati ng liham pangangalakal, paglalakip, tawag-pansin, paksa, at 
notasyon ng binigyang-sipi sa mga opisyal o ponnal na liham. 

Mahal na Ginoo: 

Kalakip (En. Annex): 

Tawag-pansin (En. Attention): 

Paksa (En. Agenda): 

Binigyang-sipi (En. Noted by): 

12 . 7 . Ginagamit ang tutuldok sa mga pangalan upang ihiwalay sa sinasabi nila. Maaaring sa dula (radyo, 
pelikula, tanghalan) o sa transkripsiyon ng pulong. 

Ang kulasisi bagang bigay mo? 

12 . 8 . Ginagamit sa paghihiwalay ng kabanata at berso sa Bibliya, at iba pang banal na libro. 

Juan 3:16 

12 . 9 . Sa tala at sanggunian, inihihiwalay ng tutuldok ang sangkap ng lugar ng pagkakalimbag sa tagapaglimbag 
sa libro; at inihihiwalay ang sangkap ng petsa sa pahina sa dyornal. Pinaghihiwalay din ng tutuldok ang 
bilang ng tomo sa bilang ng serye. Sa nakapanaklong na sanggunian, pinaghihiwalay ng tutuldok ang petsa 
sa pahina. May iba pang gamit ang tutuldok sa pagsipi; tingnan ang seksiyon tungkol sa pagsipi. 

12 . 10 . Sa korespondensiya, tinatawag na tracer ang mga inisyals na kumakatawan sa mga tao o opisinang 
pinagdaanan ng isang inihandang dokumento. Gumagamit ng tutuldok pagkatapos ng mga inisyals ng 
taong kasangkot sa transaksiyon. Nasa malaking titik ang nagpahanda ng liham samantalang nasa maliit 
na titik ang nagpasok nito. Pagkatapos ng inisyals, inilalagay din ang petsa na nasusulat sa bilang. 

RTA:wm 1/01 082014 

May mga pagkakataong iniutos din ng unang inutusang maghanda ng liham sa isa pang tao ang 
pagpapasok. Parehong malalaking titik ang inisyals ng mga nag-uutos samantalang maliit ang para sa 
nagpasok. Kapag ganito ang naganap, magiging ganito ang naunang halimbawa: 

VSA:RTA:wml/01082014 

13. Ang paggamit ng tuldok-tuldok 

13 . 1 . Ginagamit ang tuldok-tuldok (...) upang ipahiwatig ang pagkawaglit ng ilang detalye sa pahayag. Tatlong 
tuldok lamang at hindi higit pa, maliban na lamang kung nasa dulo ng pangungusap. Nagiging apat na 
tuldok dahil tuldok ang ikaapat na tuldok na nagpapahiwatig ng pagwawakas. May espasyo sa pagitan ng 
tatlong tuldok; hindi sila magkakakabit. 

13 . 2 . Ginagamit ang tuldok-tuldok sa halip ng mga salitang sadyang hindi na ipinagpapatuloy o sa pagwawaglit 
ng mga ilang salita. 

Lumayo ka... at baka hindi ako makapagpigil. 
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13.3. Ginagamit ang tuldok-tuldok sa halip ng mga salitang hindi na ipinagpapatuloy o sa pagwawaglit ng 

mga ilang salita sa loob ng sipi. Pinahihintulutan ang pagwawaglit kung nagiging sagabal at hindi naman 
nakakapagpabago ng kabuuang sipi. 

“Pinagtitibay kong magpakabait at sinunod ko ang pagtitibay... sa loob ng ilang araw.” 
“Personal ang aking pagsasalin... sa dahilan at proseso.... [K]ung gusto ko ang isang 
akda.... 

Ibig sabihin, hindi binuo ang unang pangungusap ng sipi, kaya apat na tuldok. Nakapaloob sa panaklaw ang 
titik “k” dahil hindi ang salitang “kung” ang orihinal na Simula ng siniping pangungusap. 

14. Ang paggamit ng kudlit 

14.1. Kinakatawan ng kudlit ang mga tinipil na salita at pag-uugnay ng mga salita. Bilang pangkalahatang 
tuntunin, iwasan ang pagtipil ng mga salita. Buuin palagi ang baybay sa loob ng pormal na sulatin. 
Nagpapahiwatig na alam ng nagsusulat ang orihinal na baybay ng mga tinipil na salita. 


MALI: 

‘kako 

TAMA: 

wika ko 

MALI: 

‘kamo 

TAMA: 

wika mo 

MALI: 

sa’yo 

TAMA: 

sa iyo 

MALI: 

sa’tin, 

TAMA: 

sa atin 

MALI: 

sa’min 

TAMA: 

sa amin 

MALI: 

n’ya 

TAMA: 

niya 

MALI: 

naro’n 

TAMA: 

naroon 

MALI: 

ano’ng sabi mo 

TAMA: 

ano ang sabi mo 

MALI: 

‘di nga 

TAMA: 

hindi nga 

MALI: 

ba’t 

TAMA: 

bakit 
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MALI: 

TAMA: 


nama’t 
naman at 


MALI: Siya’y natalisod. 

MALI: Siya ay natalisod. 

TAMA: Natalisod siya. 

14.2. Pinahihintulutan ang paggamit ng kudlit upang pagtipilin ang mga salita sa mga pagkakataong kodipikado 
na ang pagtitipil na ginawa. 

iba’t iba 
anu’t anuman 
isa’t isa 
buto’t balat 
paroo’t parito 
hangga’t 

14.3. Pinahihintulutan ang pagdadaglat sa pamamagitan ng paggamit ng kudlit sa mga bilang. 
dalawampu’t isa 

14.4. Tinatanggal na ang kudlit sa mga nakodipika nang mga palasak na parirala 


TAMA: 

ngunit 

MALI: 

nguni’t 

MALI: 

nguni at 

TAMA: 

datapwat 

MALI: 

datapwa’t 

MALI: 

datapwa at 

TAMA: 

bagamat 

MALI: 

bagama’t 

MALI: 

bagaman at 

TAMA: 

subalit 

MALI: 

subali’t 

MALI: 

subali at 


14.5. Pinahihintulutan ang paggamit ng kudlit sa pagdaglat ng taon. 
batch ‘76 
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15. Ang paggamit ng panipi 

15 . 1 . Ginagamit ang panipi (“ ”) upang magpahayag na iba ang punto de bista ng nagbitaw ng mga salita; hindi 
ang nagsulat. Dalawahang panipi ang karaniwang anyo ng panipi. 

15 . 2 . Ginagamit sa pagsipi ng mga tuwirang pagsipi na hindi lalampas sa anim hanggang walong linya (hindi 
lalampas sa 100 salita). 

15 . 3 . Ginagamit sa pagbukod ng pamagat ng artikulo, tula, sanaysay, mga artikulong matatagpuan sa loob ng 
libro o lathalain. 

15 . 4 . Ginagamit din ang panipi bilang pagbubukod ng isang salitang nilikha lamang ng nagsusulat, na hindi pa 
kodipikado sa una nitong pagkakabanggit sa loob ng sulatin. 

15 . 5 . Ginagamitan ng panipi kapag ginagamit ang salita bilang salita. Katumbas nito ang gamit din ng italiko. 
Kinakailangan lamang maging konsistent ng nagsusulat kung panipi o italiko ang gagamitin. 

15 . 6 . Ginagamitan ng panipi kapag ginagamit ang mga salita bilang pang-uyam. Ibig sabihin, hindi talaga dapat 
unawain sa literal lamang na antas ang mga salitang nakapaloob sa panipi. 

15 . 7 . Tandaan ang mga sumusunod na pagbabago ng iba pang bantas sa pakikipag-ugnayan nila sa bantas ng 
panipi: 


15 . 7 . 1 . 

Bilang pangkalahatang tuntunin, sinasaklaw ng panipi ang anumang bantas na matatagpuan sa orihinal na 
sipi. 


15 . 7 . 2 . 

Kapag nagtatapos ang sipi sa bantas na tuldok, pinapalitan ng kuwit bago ang panapos na panipi. 

“Pinuntahan niya ang simbahan,” ayon sa kanya. 


15 . 7 . 3 . 

Kapag nagtatapos ang sipi sa anumang bantas, maliban sa tuldok, wala nang idinadagdag na bantas at 
isinusunod na kaagad ang panipi. 

“Ano ba talaga?” tanong niya. 

“Umalis ka na!” sigaw niya. 


15 . 7 . 4 . 

Kapag may matatagpuang panipi sa loob ng orihinal na sipi, pinapalitan ang nasa loob na panipi ng isahang 
panipi, upang mapanatili ang pagiging dalawahang panipi ng pinakalabas na panipi. 

Sabi ni Abel, ‘‘Nakita ko si Deliang bumulong kay Karding ng ‘Tapusin mo na ang 
paghihirap niyan.’” 
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15 . 7 . 5 . 

Sa magkakasunod na talata na pawang monologo, inilalagay lamang ang panapos na panipi sa dulo ng 
pinakahuling talata. Ibig sabihin, isa lamang na tao ang nagsabi ng nasakop ng lahat ng pambukas na panipi 
at ng kaisa-isang panapos na panipi. 

16. Ang paggamit ng panaklong 

16 . 1 . Pagbubukod din ang gamitng panaklong (). Pinagbubukod ng panaklong angisang detalye upangihiwalay 
sa pangunahing daloy ng ideya. 

16 . 2 . Ginagamit ang panaklong sa mga paliwanag sa loob ng pangungusap. 

Ipinagdiriwang ang kaarawan ni Dr. Jose Rizal (ang Pambansang Bayani ng Pilipinas). 

16 . 3 . Ginagamit ang panaklong sa pagbubukod ng bilang o titik sa mga paglilista. 

(D 

(a) 

16 . 4 . Ginagamit ang panaklong sa pagbanggit ng salin sa tala, at iba pang impormasyon. 

(aking salin) 

(sic) 

16 . 5 . Ginagamit ang panaklong sa nakapanaklong na sanggunian at sa paglalagay ng petsa sa loob ng sulatin. 

(Ramos, 87) 

(1986) 

17. Ang paggamit ng panaklaw 

17 . 1 . Interbensiyon ang gamit ng panaklaw( [] ). Ipinahihiwatignito ang pakikialam ng nagsusulat sa orihinal na 
daloy ng sulatin. 

17 . 2 . Ginagamit ang panaklaw kapag ginagawang malaking letra ang Simula ng tinipil sa pangungusap. 

[H]indi ko alam ang sinabi ko. 

17 . 3 . Ginagamit ang panaklaw kapag may idinadagdag o binabago sa siniping orihinal na teksto. 

“Kupkupin mo naman at ituro ang landas ng katahimikan at magandang palad, [sa pakikipabaka’y tapunan 
ng lingap] kaluluwa namin nang hindi mapahamak.” 

17 . 4 . Kapag gumagamit ng maramihang panaklong, nagiging panaklaw ang pinakalabas na panaklong. 

17 . 5 . Ginagamit sa matematika upang magpahiwatig ng pagkakaroon ng set at subset. 

[4+9 (3)] 5 = 155 
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18. Ang paggamit ng gitling 

18.1. Maikli lamang ang gitling (-) kung itatambis sa gatlang (En. dash). Kadalasang ginagamit ang gitling sa 
paghihiwalay ng mga tunog. 

18.2. Ginagamit ang gitling sa pagitan ng panlaping nagtatapos sa katinig at salitang-ugat na nagsisimula sa 
patinig. 

pag-asa 

pang-ulo (may pagtukoy sa ulo) 
pangulo (pinuno) 

18.3. Ginagamit ang gitling sa pagitan ng mga panlaping “maka-,” “taga- “pa-,” at ng mga pangngalang 
pantanging ikinakabit sa kanila. Ginagamit ang gitling kahit nagtatapos sa patinig ang unang pantig kapag 
pangngalang pantangi ang kasunod. 

maka-Rizal 

taga-Cebu 

pa-Mandaluyong 

Sa kabilang banda, walang gitling kapag nagtatapos ang panlapi sa patinig at nagsisimula sa katinig ang salitang- 
ugat, 

tagalinis 

papunta 

makabayan 

18.4. Ginagamit ang gitling sa pagitan ng panlaping “magsa-” at ng salitang-ugat. “Naging” ang ibig sabihin ng 
“magsa.” Sa ganitong paraan, mabilis makita kung naging ano ang tinutukoy. 

magsa-aso 

magsa-tubig 

18.5. Ginagamit ang gitling sa pagitan ng ‘“di” (pinaikling “hindi”) at ng pinangungunahang salita. Kadalasang 
nagkakaroon ng kahulugang idiomatiko, na tila kasabihan; malimit na kasalungat ng orihinal nito; at 
malimit may mapagbiro o mapang-uyam na tinig. 

di-masaya 

di-mahipo 

di-maitulak-kabigin 

18.6. Ginagamit ang gitling sa pagitan “sa-” at ng pinangungunahan nitong pandiwa. Nagpapahiwatig ng 
pagiging biglaan at hindi inaasahan ang panlaping “sa-.” 

sa-sisigaw 

sa-darating 
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18 . 7 . Ginagamit ang gitling sa pagitan ng mga salitang inuulit na may kahulugan. 

Kapag dalawang pantig, ulitin ang dalawang pantig. 

iba-iba 

araw-araw 

isa-isa 

18 . 7 . 1 . 

Kapag lampas sa dalawang pantig, ang unang dalawang pantig lang ang inuulit. Nawawala ang katinig 
kapag nagtatapos sa katinig ang ikalawang pantig. 

pali-palito 

balu-baluktot 

18 . 7 . 2 . 

Ngunit kapag nilalagyan na ng hulapi ang dalawang pantig na salita, isinasama na ang katinig sa ikalawang 
pantig. 

suntok-suntukin 

bahay-bahayan 


18 . 7 . 3 . 

Kapag unlapi naman ang ikinakabit, nananatili ang unang dalawang pantig lamang nang walang katinig sa 
ikalawang pantig. 

pabalu-baluktot 


18 . 7 . 4 . 

Mali ang sumusunod na gamit ng gitling dahil wala namang kahulugan ang mga napagkakamalang 
salitang-ugat. 

MALI: paru-paro 

TAMA: paruparo 

MALI: ala-ala 

TAMA: alaala 

MALI: gamu-gamo 

TAMA: gamugamo 

18 . 8 . Ginagamit ang gitling sa pagitan ng dalawang salitang pinag-uugnay na may nawalang kataga. 

anak-dagat (anak ng dagat) 
tubig-alat (tubig na maalat) 
sulat-kamay (sulat ng kamay) 
lipat-bahay (lipat ng bahay) 
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amoy-pawis (amoy ng pawis) 
palipad-hangin (palipad ng hangin) 

18 . 9 . Ginagamit ang gitling sa pagitan ng tambalang salitang kapuwa nagtataglay pa rin ng kani-kanilang 
kahulugan. 

bigyang-buhay 

bagong-salta 

pusong-martir 

basang-sisiw 

bunong-braso 

Sa kabilang banda, nakalilikha ng bagong kahulugan nang iba sa mga orihinal na kahulugan ng mga 
pinagtambal na salita ang mga sumusunod, kaya hindi binabaybay nang may gitling. 

pikitmata (hindi na lamang ang literal na pagpikit ng mata; ibig sabihin, nagbubulag- 
bulagan) 

anakpawis (wala namang literal na anak ng pawis; ibig sabihin, manggagawa o obrero) 
balikbayan (hindi na lamang tungkol sa akto ng pagbabalik sa bayan; ibig sabihin, ang 
taong gumagawa ng pagbalik sa bayan) 

18 . 10 . Ginagamit ang gitling sa pagitan ng dalawang magkasalungat na pandiwa. 

manhik-manaog 

lumubog-lumitaw 

mamatay-mabuhay 

lumabas-pumasok 

18 . 11 . Ginagamit ang gitling sa pinabigat na pantig upang bigyan ng diin ang kakaibang bigkas sa naunang pantig. 
Kiniray-a 

lab-ong (lluko, isang uri ng pansilo o pambitag) 
mung-ay (Hiligaynon, hitik sa bunga) 

Kaiba ang pagpapabigat dito ng pantig sa maragsang tunog sa mga salitang nilagyan ng patuldok. Sa 
paggamit ng gitling, kasama sa pag-impit ang katinig ng pantig; samantala, sa paggamit ng patuldok, 
patinig lamang ang binibigkas nang may impit. 

18 . 12 . Ginagamit ang gitling sa isahang pantig na tunog. Ginagamitan din ng italiko ang mga ganitong salita na 
humuhuli sa tunog. 

tik-tak 

ding-dong 

tsk-tsk 

18 . 13 . Ginagamit ang gitling sa pasulat na oras, o sa pagitan ng “ika-” at ng tambilang. 
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TAMA: 

ika-8 ng umaga 

TAMA: 

ikawalo ng umaga 

MALI: 

ika-walo ng umaga 

TAMA: 

ika-9 ng Marso 

TAMA: 

ikasiyam ng Marso 

MALI: 

ika-siyam ng Marso 

TAMA: 

alas-12 ng tanghali 

TAMA: 

alas-dose ng tanghali 

MALI: 

alas 12 ng tanghali 

TAMA: 

alas dose ng tanghali 

TAMA: 

ala-una ng hapon 

MALI: 

ika-1 ng hapon 

TAMA: 

ala-una ng umaga 

MALI: 

ikauna ng umaga 


18 . 14 . Ginagamitan ng gitling ang salitang may uniaping “de-” na hinihiram mula sa wikang Espanyol na 
nangangahulugang: a) sa pamamagitan ng, b) ginawa o ginagamit sa paraan ng, at c) mayroon ng 

de-gulong (nagtataglay ng gulong) 

de-mano (ginawa sa pamamagitan ng kamay, hindi ng makina) 
de-kampanilya (may kampanilya) 

18 . 15 . Ginagamit ang gitling sa apelyido ng babaeng nag-asawa upang panatilihin ang apelyido noong dalaga pa. 
Carmen Guerrero-Nakpil 

18 . 16 . Ginagamit ang gitling sa paghihiwalay ng mga pangkat ng bilang sa telepono, ISBN, ID at kauri. 

236-7982 (telepono) 

449-179-631-000 (TIN) 

18 . 17 . Ginagamit ang gitling sa pagitan ng mga pantig ng salitang nahahati sa magkasunod na linya. Ngunit hindi 
hinahati ang mga salitang may dadalawahing pantig; bagkus, ilipat na lamang ng linya. 

kabu-uan 

18 . 18 . Pagpapahayag ng pagsipi ng pahina. 

TAMA: 76-79 

MALI: 76-9 

TAMA: 150-67 

TAMA: 157-68 

Tandaang huwag dadaglatin kapag dalawang tambilang lang naman. 


GABAY SA ESTILO PARA SA GOBYERNO 


147 



19. Ang paggamit ng gatlang 

19 . 1 . Mas mahaba sa gitling ang gatlang (— ). Ginagamit kadalasan ang gatlang sa paghihiwalay ng impormasyon. 
Higit na nalalapit sa panaklong ang gamit ng gatlang. May dalawang uri ang gatlang: ang gatlang en (en 
dash), at gatlang em (em dash). Higit na mahaba ang gatlang em dash kaysa sa gatlang en. 

19 . 2 . Ginagamit ang gatlang upang magsaad ng pansamantalang pagtigil sa pagbasa o daloy ng ideya at sa 
pagdidiin sa paliwanag. Hindi nilalagyan ng patlang sa pagitan ng gatlang em at sa mga pinagkakabit nitong 
salita. 

Walang magagawa ang karamihan— kahit magplano sila nang masama— sapagkat makikita ng mga tao ang 
kabutihan ng piano. 

19 . 3 . May mga publikasyon ding ginagamit ang gatlang sa pagsulat ng mga diyalogo, lalo na kung magkakasunod 
na magkakahiwalay na talata. Pinapalitan ng gatlang dito ang papel ng panipi. 

— Sigurado ba siya? 

- Oo. 

19 . 4 . Gumagamit ng gatlang en sa pagsaklaw ng panahon. “Hanggang” ang ibig sabihin ng gatlang dito. May 
patlang na inilalagay sa pagitan ng gatlang en at mga tambilang o salitang pinagkakabit nito. 

1882 - 1903 

Hulyo 23, 1854 - Mayo 13, 1903 

20. Ang paggamit ng pahilig 

20 . 1 . Binubuo ng nakapahilig na tuwid na linya ang bantas na pahilig (/). Tinatawag ang pahilig sa Ingles na 
slash, at virgule. 

20 . 2 . Bilang pangkalahatang tuntunin, hindi pinahihintulutan ang paggamit ng pahilig sa mga pormal na sulatin 
maliban na lamang sa mga sumusunod na pagkakataon. 

20 . 3 . Ginagamit ang pahilig bilang pampalit sa kahulugan ng “kada” o “bawat.” Kadalasang ginagamit sa 
pagsusukat. 

P75.00/kopya 
90 tao/km 

20 . 4 . Ginagamit ang pahilig sa pagsipi ng mga berso na nais sipiin nang tuloy-tuloy. Ipinahihiwatig ng isahang 
pahilig ang pagputol ng taludtod. Ipinahihiwatig ng dalawahang pahilig ang pagputol ng saknong o talata. 
Nilalagyan ng patlang sa pagitan ng bantas at sa magkabilang panig ng mga salitang pinagkakabit nito. 

“Ako ang daigdig / ako ang tula / ako ang daigdig / ang tula // Ako ang tula / tula ng 
daigdig....” 

20 . 5 . Ginagamit ang pahilig upang paghiwalayin ang mga terminong maaaring pagpilian. Hangga’t maiiwasan, 
gamitin ang pangatnig na “o.” 
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babae/lalaki 

at/o 

20 . 6 . Ginagamit ang pahilig sa pagsulat ng petsa, o pagsaklaw ng panahon, lalong-lalo na kung dalawang 
magkasunod na taon lang naman. Ngunit hangga’t maiiwasan, gamitin ang gitling at hindi ang pahilig. 

9/11 bombing 
2014/15 

20 . 7 . Ginagamit ang pahilig sa pagtatakda ng lugar sa internet. 

http://www.ncca.gov.ph/mga-sangay/ 

MGA SULIRANIN SA PAGBABAYBAY 

21. Mga suliranin sa pagbabaybay 

21 . 1 . Bilang pangkalahatang tuntunin, nawawala ang unang patinig sa pagbabaybay ng mga sailitang may 
kambal-patinig (diptonggo), kapag siningitan ng “y” at “w” sa pagsulat. Mahihinang patinig ang “i” at “u” na 
natatabunan ng mga tunog ng mala-patinig na “y” at “w.” Kadalasang matatagpuan sa mga salitang Filipino 
na hiram mula sa wikang Espanyol ang diptonggong binubuo ng mahihinang patinig. 

kompanya (Sp. compania) 
akasya (Sp. acacia) 
tenyente (Sp. teniente) 
benepisyo (Sp. beneficio) 
indibidwal (Sp. indibidual) 
agwador (Sp. aguador) 

21 . 2 . Panatilihin ang dalawang patinig na “i” at “u” kahit singitan ng “w” o “y” kapag sumusunod ang diptonggo 
sa isang katinig sa unang pantig ng salita. Kung gayon, nakalilikha ng dalawang magkahiwalay na pantig 
ang diptonggo, na binibigkas nang may diin sa ikalawang pantig. 

piyano 

puwersa 

kuwento 

siya 

buwan 

21 . 3 . Panatilihin ang dalawang patinig na “i” at “u” kahit singitan ng “w” o “y” kapag sumusunod ang diptonggo 
sa dalawa o mahigit pang kumpol ng mga katinig. Sa ganitong paraan, higit na nagiging malinaw ang 
pagpapantig ng mga kumpol ng mga katinig. 

ostiya 

impiyerno 

eleksiyon 
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engkuwentro 

biskuwit 

21 . 4 . Panatilihin ang dalawang patinig na “i” at “u” kahit singitan ng “w” o “y” kapag sumusunod ang diptonggo 
sa tunog na “h.” Dahil mahinang katinig “h” na sinusundan ng mahihina ring patinig na “i” at “u,” 
mahalagang panatilihin ang tunog na “h” upang hindi mawala ang buong pantig. 

kolehiyo (Sp. colegio) 
estratehiya (Sp. estrategia) 
rehiyon (Sp. region) 

21 . 5 . Panatilihin ang dalawang patinig na “i” at “u” kahit singitan ng “w” o “y” kapag nasa dulo ng salita ang 
diptonggo at may diin ang bigkas sa unang patinig ang orihinal. Kung gayon, nakalilikha ng dalawang 
magkahiwalay na pantig ang diptonggo, na binibigkas nang may diin sa unang pantig ng dating diptonggo. 

ekonomiya (Sp. economia) 
pilosopiya (Sp. filosofia) 
heograpiya (Sp. geografia) 

21 . 6 . Hindi nakinakailanganglagyanng“w” at“y” ang mgadiptonggongbinubuongmalalakasna patinig (“a,” “e,” 

“o”). 

baul 

idea 

ideal 

teatro 

leon 

teorya 

22 . Pinahihintulutan na ang pagbabaybay ng kambal-katinig (digrapo) na “sk” at “st.” Sa ganitong 

pagpapahintulot, kinikilala na rin ang dalawang tunog ng digrapo, na binibigkas nang isa. Kadalasan 
namang matatagpuan ang ganitong mga digrapo sa mga salitang Filipino na hiniram sa wikang Ingles. 

disk (En. disc) 
post (En. post) 

22 . 1 . Hindi tinatanggap ang digrapong “kt” o “ct.” Hindi kinikilala ang tunog ng “t” na katabi ng “k” at “c” sa loob 
ng isang pantig. 

abstrak (En. abstract) 
adik (En. addict) 

22 . 2 . Pinananatili ang pagkakabaybay sa digrapong “ch” kapag hiniram nang buo mula sa wikang 
pinanggalingan. 

chopsuey 
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chopstick 

cha-cha 

checkpoint 

cheeseburger 

chateau 

sandwich 

22.3. Maaaring palitan ang digrapong “ch” ng “ts” kapag hindi naman lilikha ng anumang kalituhan ang 
gagawing pagpapalit. Kung dahil sa gagawing pagpapalit, hindi na tuloy makikilala ang orihinal, nabubura 
na ang kontekstong pinagmulan ng salita, may higit nang popular na baybay, at may kahawig nang salita 
sa Filipino, panatilihin na lamang ang baybay ng digrapong “ch.” Ibig sabihin, hanggang sa kasalukuyan, 
hindi pa rin nagkakasundo kung paano tatanggapin sa wikang Filipino ang digrapong “ch.” Sa ganitong 
mga pagkakataon, kinakailangan ang ibayong-ingat at pagtitimbang ng nagsusulat. Makatutulong ding 
kumonsulta sa mga diksiyunaryo upang alamin kung ano na ang katanggap-tanggap. 

titser (En. teacher) 
tsart (En. chart) 
tsuper (Sp. chofer) 
letson (Sp. lechon) 
atsara (Sp. achara) 

22.4. Maaaring palitan ang digrapong “sh” ng “sy” kapag hindi naman lilikha ng anumang kalituhan ang 
gagawing pagpapalit. Kung dahil sa gagawing pagpapalit, hindi na tuloy makikilala ang orihinal, nabubura 
na ang kontekstong pinagmulan ng salita, may higit nang popular na baybay, at may kahawig nang salita 
sa Filipino, panatilihin na lamang ang baybay ng digrapong “sh.” Katulad ng digrapong “ch,” hindi pa rin 
nagkakasundo kung paano tatanggapin sa wikang Filipino ang digrapong “sh,” lalo pa’t may digrapong 
“sh” sa wikang Ibaloy na maaaring matagpuan sa umpisa, gitna at dulo ng isang salita. Sa ganitong 

mga pagkakataon, kinakailangan ang ibayong-ingat at pagtitimbang ng nagsusulat. Makatutulong ding 
kumonsulta sa mga diksiyunaryo upang alamin kung ano na ang katanggap-tanggap. 


MALI: 

syampu (En. shampoo) 

TAMA: 

shampu (En. shampoo) 

MALI: 

ambus (En. ambush) 

TAMA: 

ambush (En. ambush) 

MALI: 

savisyong (Ibaloy, lason) 

TAMA: 

savishong (Ibaloy, lason) 


Sa dalawang halimbawa, higit na katanggap-tanggap ang mga naunang baybay dahil nakalilikha ng 
kalituhan ang “syampu” at “ambus.” Maling baybay lamang ba ang “syampu” ng “sampu”? “Bus” ba ang 
salitang-ugat ng “ambus”? Huwag nang banggitin na may salitang Espanyol na “ambos,” na “pareho” ang 
ibig sabihin. 

shooting (En. shooting) 
shabu (En. shabu) 
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shuttle (En. shuttle) 
sadshak (Ibaloy, kaligayahan) 
peshen (Ibaloy, hawak) 

22.5. Tinatanggap na ang digrapong “th” at “kh” nang binibigkas ang tunog ng “h” nang pahingal. Naging 

katanggap-tanggap ang nasabing mga digrapo dahil sa pagkilala ng nasabing tunog sa wikang Meranaw. 
Kung gayon, tinatanggap lamang ang ganitong tuntunin sa paggamit ng mga salita mula sa mga wikang 
rehiyunal Ipinagbabawal gamitin ang ganitong tuntunin sa paghihiram ng mga digrapong “th” at “kh” sa 
wikang Ingles. 

mathay (Meranaw, matagal o patagalin) 
matay (Meranaw, mamatay) 
litha (Meranaw, gulay) 
lita (Meranaw, dagta) 

Pansining lumilikha ng bagong kahulugan ang pagtatanggal at pagdadagdag ng tunog na “h” sa mga salitang 
Meranaw. 

23. Panatilihin ang baybay ng patinig na “e” o “i” alinsunod sa orihinal na salitang hiniram. 

MALI: iskandalo (En. scandal) 

TAMA: eskandalo (Sp. escandalo) 

Sa ginamit na halimbawa, magkapareho ang salitang inihahain ng wikang Espanyol at Ingles. Ngunit 
ayon sa proseso ng paghihiram ng salita sa wikang dayuhan, uunahin ang Espanyol kaysa sa Ingles sa mga 
wikang paghihiraman. Kung kaya, ang salitang “escandalo” ang pagbabatayan ng salitang hihiramin ng 
wikang Filipino. Kung gayon, mali ang baybay na “iskandalo.” 

kriteryo (Sp. criterio) 
istandard (En. standard) 

Sa ginamit na halimbawa, kahit may salitang katumbas sa wikang Espanyol, higit pa ring pamilyar 
ang salitang “standard” mula sa wikang Ingles. Kung kaya, ang salitang “standard” ang hihiramin na 
babaybayin bilang “istandard.” Ngunit kung nais talagang maiwasan ang pagkalito, ipinapayong gamitin 
ang salitang “pamantayan,” maliban na lamang kung iniisip ng nagsusulat na higit na tumpak at tiyak ang 
salitang “istandard” kaysa sa “pamantayan.” 

24. Panatilihin ang baybay ng “o” at “u” alinsunod sa orihinal na salitang hiniram. Ngunit, kapag nagbago ang 
kasunod na katinig ng “o” sa loob ng pantig, pinahihintulutan ang pagpapalit dito ng “u.” Nangyayari ang 
pagbabago ng katinig kapag napapalitan ng “m” ang “n” dahil nag-uumpisa ang kasunod na pantig sa “b / v” o “p 
/f.” 

kumbensiyon (Sp. convencion) 
kumpisal (Sp. confesar) 
kumbento (Sp. convento) 
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Sa kabilang banda, nananatiling “o” ang baybay ng mga sumusunod na salita dahil hindi naman dala 
ng pagbabago ng katinig ang pagkakaroon ng “m” o “n na nandoon na, simula’t sapul pa, sa orihinal na 
salitang hiram. 

kompanya (Sp. compania) 
kompleto (Sp. completo) 
monumento (Sp. monumento) 
kontrata (Sp. contrata) 
kontrobersiya (Sp. controvercia) 
konsumo (Sp. consumo) 

25. Palitan ang “e” ng “i,” at ang “o” ng “u” kapag nasa dulo ng salita at sinusundan ng hulapi. 

kababaihan (salitang-ugat: babae) 
biruin (salitang ugat: biro) 
takbuhan (salitang ugat: takbo) 

Hindi kailangang palitan ang “e” at “o” kapag sinusundan ng pang-ugnay na “na (“-g,” “-ng”). 

babaeng masipag 
birong masakit 

26. Hindi kailangang palitan ang “e” at “o” kapag nakapaloob sa umuulit na salitang ginamitan ng gitling, na 
hindi nakalilikha ng bagong kahulugan sa orihinal na salitang- batayan. 

babaeng-babae 

biro-biro 

ano-ano 

taon-taon 

patong-patong 

sunod-sunod 

27.1. Kapag nakalilikha ng bagong kahulugan ang umuulit na salita, napapalitan ang “o” ng “u,” at ang “e” ng “i.” 
Kadalasan, hindi na ginagamitan ng gitling ang mga umuulit na salitang nakalilikha ng bagong kahulugan 
sa salitang-batayan. 

salo-salo (magkakasamang kumain) 
salusalo (isang handaan) 

bato-bato (maraming bato) 

batubato (isang uri ng ilahas na kalapati) 

sunod-sunod (magkakasunod) 

sunod-sunuran (isang nilalang na sunod lamang nang sunod) 
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27.2. Sa mga tambalang-salita, ginagamit lamang ang gitling kapag hindi nakalilikha ng bagong kahulugan ang 
pinagtatambal na salita. Ngunit kapag may bagong nalilikhang kahulugan, tinatanggal na ang gitling. 

bigyang-pansin (pinansin) 
bigyang-diin (idiniin) 
bigyang-buhay (binuhay) 
lipat-bahay (lumipat ng bahay) 
amoy-pawis (amoy na pawis) 

pikitmata (hindi na lamang ang literal na pagpikit ng mata; ibig sabihin, nagbubulag- 
bulagan) 

anakpawis (wala namang literal na anak ng pawis; ibig sabihin, manggagawa o obrero) 
balikbayan (hindi na lamang tungkol sa akto ng pagbabalik sa bayan; ibig sabihin, ang 
taong gumagawa ng pagbalik sa bayan) 

27.3. Panatilihin ang baybay ng mga dobleng “o” o magkasunod na “uo” kahit sinusundan ng hulapi. 

nood, panoorin 
doon, paroonan 
poot, kapootan 
buo, kabuoan 
salimuot, kasalimuotan 
buod, buorin 

27.4. Palitan ang “d” ng “r” kapag napangunahan ang “d” ng isang pantig o salita na nagtatapos sa “a.” Sa ganitong 
paraan, napadudulas ang pagbabasa ng salita gumagamit ng katinig na “d.” 

doon, naroon, nandoon 

dami, marami, pagdami 

dapat, marapat, nararapat, karapat-dapat 

dunong, karunungan, dunong-dunungan 

dalita, maralita, pagdaralita 

Ngunit may mga salitang hindi sumusunod sa ganitong tuntunin, katulad ng mga sumusunod. 
madulas 

madali, madalian 

madamdamin (puno ng damdamin) 
maramdamin (madaling masaktan) 

Kung kaya, iminumungkahi pa tin ang pagkonsulta sa diksiyunaryo upang malaman kung nagbabago 
ang kahulugan ng salita sa mga pagpapalit na gagawin sa pagbabaybay, alang-alang sa pagpapadulas ng 
pagbabasa. 

28. Palitan ang “d” ng “r” sa mga pang-abay na “din” at “daw” kapag sumusunod sa salitang nagtatapos sa 

patinig o mala-patinig (“w,” “y”). 
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masaya rin 
uupo raw 
nabili rin 
ikaw raw 

Ngunit kapag nagtatapos ang sinusundang salita sa “~ri,” “-ra,” “-raw” o “-ray,” pinananatili ang “din” at 
“daw,” marahil dahil nagiging malabis naman na ang pagpapadulas ng mga tunog sa pagbabasa. 

maaari din 
araw daw 

29 . Gawing “n” ang “ng” sa unlapi kapag nagsisimula ang salitang-batayan sa “d ” “1,” “r,” “s,” at “t.” 

mandagit 

ipanregalo 

panturista 

sindulas 

kasintamad 

Tandaang para sa mga unlapi lamang ang ganitong tuntunin. Hindi nito sinasaklaw ang lahat ng salita kung 
saan sinusundan ng “ng” ang “d “1,” “r,” “s,” at “t.” 

bangka 

singko 

lungsod 

tanglaw 

sangkatauhan 

mangibang-bayan 

isdang-dagat 

bagong-tao 

30 . Gawing “m” ang “ng” sa unlapi kapag nagsisimula ang salitang-ugat sa “b” o “p.” 

mambiro 

ipambalibag 

pampalipas 

simbigat 

kasimpayat 

31 . 1 . Huwag ipagkakamaling isang buong salita ang pagkakasunod-sunod ng mga salitang kataga. Paghiwalayin 
pa rin ang baybay ng magkakasunod na kataga. 

MALI: narin 

TAMA: na rin 
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MALI: 

palang 

TAMA: 

pa lang 

MALI: 

nang 

TAMA: 

na ang 

MALI: 

masmasaya 

TAMA: 

mas masaya 


31 . 2 . May mga salitang karaniwan na ngayong mali ang pagkakabaybay. 


MALI: 

iba’t-iba 

TAMA: 

iba’t iba (iba at iba) 

TAMA: 

iba-iba 

MALI: 

tignan 

TAMA: 

tingnan 


31 . 3 . Hangga’t maaari, bawal ang pagtitipil ng mga salita sa pormal na sulatin. Buuin ang baybay ng mga salita 
o gamitan ng bantas na kudlit, maliban na lamang kung nakagawian na ang pagtitipil sa mga salita gaya ng 
mga sumusunod. 

bagamat 

sapagkat 

ngunit 

datapwat 

32. Ang paggamit ng malaking titik 

32 . 1 . Nagsisimula sa malaking titik ang unang salita ng isang pangungusap na may buong pahayag. 

Masaya akong makita kang muli. 

32 . 2 . Gumagamit ng malaking titik kahit nasa gitna ng pangungusap kapag nakapaloob ang malaking titik sa 
isang sipi. 

Narinig kong sinabi ni Marina, “Ako ang nawawalang kapatid ni Myrna.” 

32 . 3 . Ginagamitan ng malaking titik ang mga pangngalang pantangi, kasama na ang mga pagkakataong 
ginagamit ang pangngalang pantangi bilang pang-uri. 

Jollibee 

32 . 4 . Ginagamitan ng malaking titik ang pangalan ng tao. 

Galileo Galilee 
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Pag-ingatan ang mga apelyidong gumagamit ng “de,” “de la,” “dela o “de las.” Bagamat binabaybay sa 
maliliit na titik, may mga pagkakataong pinipili ng taong gumagamit ng pangalan na baybayin sa malaking 
titik. Sa ganitong mga pagkakataon, mainam na tanungin mismo ang tao kung paano binabaybay ang 
kanyang sariling pangalan. Mainam na ring pag-ingatan kung may opisyal na pangalang ginagamit ang tao. 

Inigo Ed. Regalado 
Ponciano BP Pineda 

32.5. Nagsisimula sa malaking titik ang pangalan ng mga nasyon, pook, lahi o etnisidad. 

MALI: Republika ng Pilipinas 

TAMA: Pilipinas 

MALI: Palasyo ng Malakanyang 

TAMA: Palasyo ng Malacanan (pantukoy sa tahanan ng Pangulo) 

Islang Kalayaan 

Administratibong Rehiyong Cordillera 

Lungsod Tacloban 

llog Cagayan 

Bulkang Taal 

Timong-Silangang Asya 

Kalakhang Maynila (Metro Manila) 

Talong Pagsanghan 
Tropikong Kanser 


32 . 5 . 1 . 

Bagamat pinapayagan ang paghiram nang buo sa mga wikang rehiyunal at dayuhan pagdating sa mga 
pangngalang pantangi, maging malay kung sakaling may kinagawian nang katawagan pagdating sa mga lahi 
at etnisidad. Kung walang kinagawiang katawagan, maaari ding gamitin ang pariralang “mula sa” upang 
tukuyin kung saan nagmulang lahi, etnisidad, o pook ang inilalarawan, at ang panlaping “taga-” upang 
tukuyin kung saan nanggaling ang tinutukoy. Kung manghihiram nang buo o gagamitan ang kinagawian, 
maging konsistent lamang sa paggamit. 

tubang lloko 
tubang llokano 
kantang Canadian 
kantang mula sa Canada 
barong Tagalog 
sukang lloko 
Bikol express 
Parmesan cheese 
alak Shiraz 
tsoriso de Bilbao 
hamon Serrano 
puto Binan 
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longganisang Vigan 
bagoong Balayan 

Sa kabilang banda, kodipikado na ang pagkakabaybay sa french fries at manila envelope. 


32 . 5 . 2 . 

Katanggap-tanggap ang dalawang hanay sa ibaba ng katawagan ng lahi sa Ingles at salin sa Filipino. 
Kinakailangan lamang magpasya ng nagsusulat kung alin sa dalawa ang gagamitin at maging konsistent sa 
nagingpagpili. 

United States 
Estados Unidos 
Amerika 
Espanya 
Spain 

Kastila (panahon ng pananakop) 


German 

Chinese 

Dutch 

American 

Latin 

African 

Indian 

Japanese 

Indonesian 

Malaysian 

Russian 

Australian 

Spanish 


Aleman 

Tsino 

Olandes 

Amerikano 

Latino 

Aprikano 

Indian 

Hapones 

Indones 

Malayo 

Russo 

Australyano 

Espanyol 


32.6. Nagsisimulasamalakingtitik angmgawika, asignatura, atkursongpang-akademiko. Gamitin ang opisyal na 
salin ng pangalan kung mayroon man. Kung wala, gamitin ang pangngalang pantangi nang hindi isinasalin. 

Matematika (Mathematics) 

Pilosopiya (Philosophy) 

Sikolohiya (Psychology) 

Agham Panlipunan (Social Sciences) 

Humanidades (Humanities) 

Agham (Science) 

B.S. (Batsilyer sa Agham) 

A.B. (Batsilyer sa Sining) 

Orden ng Pambansang Alagad ng Sining 
Pambansang Siyentista 
Professor Emeritus 
Pambansang Alagad ni Balagtas 
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Gawad Pedro Bukaneg 
Makata ng Taon 
Gawad Magsaysay 
Gawad Urian 

Ten Outstanding Young Men (TOYM) 

Dangal ng Lahi 
Orden ng Sikatuna 

Unibersidad ng Pilipinas (University of the Philippines) 

Pamantasang Ateneo de Manila (Ateneo de Manila University) 

Pamantasang De la Salle (De la Salle University) 

Unibersidad ng Santo Tomas (University of Santo Tomas) 

Pamantasang Normal ng Pilipinas (Philippine Normal University) 

Pamantasan ng Manuel L. Quezon (Maneul L. Quezon University) 

Unibersidad ng San Carlos (University of San Carlos) 

Walang opisyal na salin sa Filipino ang mga sumusunod, dahil mababago ang akronim ng kanilang 
paaralan. Sa ganitong mga kaso, gamitin ang pangalan sa wikang Ingles. 

Far Eastern University (FEU) 

National University (NU) 

Centro Escolar University (CEU) 

32.7. Nagsisimula sa malaking titik ang mga relihiyosong pangalan at katawagan. 


32 . 7 . 1 . 

Mga relihiyon 

Kristiyanismo, Kristiyano 
Katolisismo, Katoliko 
Protestantismo, Protestante 
Islam, Muslim 
Buddhismo, Buddhista 
Hinduismo, Hindu 
Mormonismo, Mormon 
Taoismo, Taoista 


32 . 7 . 2 . 

Mga denominasyong panrelihiyon 
Iglesia ni Cristo 

Iglesia Filipina Independiente (Aglipayan Church) 
United Methodist Church 
Seventh-day Adventist Church 
Kingdom of Jesus Christ 
Jehovah’s Witnesses 


GABAY SA ESTILO PARA SA GOBYERNO 


159 



The Church of Jesus Christ of Latter-day Saints (LDS Church) 
Sunni Islam 
Zen Buddhism 


32 . 7 . 3 . 

Mga lokal na organisasyong panrelihiyon 

Victory Christian Fellowship 
El Shaddai 

Jesus Miracle Crusade International Ministry 
Members Church of God International (Ang Dating Daan) 
Members Church of God in Jesus Christ Worldwide 
Soka Gakkai International 
Hare Krishna 


32 . 7 . 4 . 

Mga pook sambahan 

Gintong Masjid/Masjid al-Dahab 

Al-Masjid Al-Haram 

Templo ng Karma Kagyu 

Bui Kuk Sa Philippines Branch Temple 

Ocean Sky Monastery 


32 . 7 . 5 . 

Mga diyos 

Yahweh 

Allah 

Buddha 

Mebuyan 

Bathala 

Kabunian 


32 . 7 . 6 . 

Mga pangalan ng mga banal na bagay, kasulatan at dasal, pati ang kanilang mga bahagi: 

Bibliya 

Koran 

Tipitaka 

Vedas 


32 . 7 . 7 . 

Mga relihiyosong araw ng paggunita at iba pang katawagan na tumutukoy sa mga sakramento at 
pagdiriwang 
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Amon Jaded 
Maulud-en-Nabi 
Lailatul Isra Wal Mi’raj 
Ramadan 

Eid’l Fitr (Hari Raya Puasa) 

Eid’l Adha (Hari Raja Haji) 

Huwebes Santo 

Biyernes Santo 

Araw ng mga Patay (Undas) 

Araw ng Pasko 
Araw ng Bagong Taon 
Yom Kippur 
Vesak 

Ngunit, hindi na ginagamitan ng malaking titik ang iba pang bagay, ritwal, at gawaing relihiyoso 

binyag 

kumpisal 

misa 

puja 

32.8. Ginagamitan ng malaking titik ang mga araw ng paggunita, makakasaysayang pangyayari, at iba pang mga 
espesyal na okasyon. 

Araw ng Paggawa 
Araw ng Kalayaan 
Araw ng mga Bayani 

Ikalawang Digmaang Pandaigdig 
Pagsuko sa Bataan 

Rebolusyong 1896 (Himagsikang 1896) 

Bataan Day 
Labor Day 
Independence Day 
National Heroes Day 
Ninoy Aquino Day 
Bonifacio Day 
Rizal Day 

Sa kabilang banda, wala pang mga opisyal na salin sa Filipino ang mga sumusunod: 

Manila International Book Fair 
Ming Dynasty 
Fourth of July 

32.9. Ginagamitan ng malaking titik ang pangalang ng makasaysayang mga monumento, gusali, at iba pang 
kauring lugar. 
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Palasyo ng Malacanan 
Libingan ng mga Bayani 
Luneta Park 
Rizal Monument 

32 . 10 . Ginagamitan ng malaking titik ang mga buwan at araw sa kalendaryo. 

Lunes, Martes, Miyerkules, Huwebes, Biyernes, Sabado, Linggo 

Enero, Pebrero, Marso, Abril, Mayo, Hunyo, Hulyo, Agosto, Setyembre, Oktubre, 

Nobyembre, Disyembre 

32 . 11 . Ginagamitan ng malaking titik ang pangalan ng mga organisasyon. 

Komisyon sa Wikang Filipino 

32 . 12 . Ginagamitan ng malaking titik ang pangalan o tatak ng mga produkto. 

Discovery 

Concorde 

Xerox 

Colgate 

Apple 

Vios 

32 . 13 . Ginagamitan ng malaking titik ang pamagat ng mga lathalain. Ngunit, hindi ginagawang malaking titik sa 
pamagat ang mga pananda, pang-ukol, pang-ugnay at iba pa na may apat at higit na mababa pang bilang ng 
titik. 

32 . 14 . Ginagamitan ng malaking titik ang pagpapahiwatig ng direksiyon at rehiyon batay sa compass. 

Kanluran 

Silangan 

Timog 

Hilaga 

32 . 15 . Ginagamitan ng malaking titik ang mga opisyal na pamagat. Tinutukoy nito ang mga pamagat na 
pampribadong mamamayan, pampropesyon, pang-opisyal na katungkulan, pati ang mga tanda ng paggalang. 


32 . 15 . 1 . 

Isinusulat nang may malaking titik ang pamagat at katungkulan kapag ginagamit sa pangungusap nang 
nauuna sa pangalan. 

Nars Lawrence Perez 
Propesor Josephine Santos 
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32 . 15 . 2 . 

Hindi binabaybay nang malaki ang titik kapag ginagamit sa pangungusap nang nahuhuli sa pangalan ng 
tao, maliban sa Pangulo ng Pilipinas. 

Lawrence Perez, nars sa PGH 

Benigno S. Aquino III, Pangulo ng Pilipinas 


32 . 15 . 3 . 

Kung may nakasanayan nang daglat, isinusulat ang dinaglat na anyo kasama ng buong pangalan ng may 
katungkulan. Kapag apelyido lamang ng may katungkulan ang gagamitin, buoin ang katungkulan. 

TAMA: Bb. Sandor Abad 

TAMA: Binibining Abad 

MALI: Binibining Sandor Abad 

MALI: Bb. Abad 

TAMA Sen. Loren Legarda 

TAMA: Senador Legarda 

MALI: Senador Loren Legarda 

MALI: Sen. Legarda 

Dir. (Direktor) 

Kal. (Kalihim) 

Kom. (Komisyoner) 

Kong. (Kongresista) 

Gob. (Gobernador) 

Prop. (Propesor) 

Dr. (Doktor) 

Atty. (Attorney) 

Engr. (Engineer) 

32 . 16 . Listahan ng paggalang na malaking titik. 

Ginoo 

Ginang 

Pangulo 

32 . 17 . Ginagamitan ng malaking titik ang mga katungkulang pangmilitar. 

Heneral 

Koronel 

32 . 18 . Ginagamitan ng malaking titik ang mga palayaw, bansag at mga dinaglat na alyas. 

Sisne ng Panginay 
Perlas ng Silangan 
Plaridel 
Doveglion 
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32.19. Ginagamitan ng malaking titik ang pamagat ng mga dokumento, papel, batas, mga likhang sining, at iba 
pang kauri. 

Konstitusyong 1987 
Bill of Rights 

Batas Republika Big. 9994 
Panunumpa sa Watawat 
Panatang Makabayan 
El Fuego (Lorenzo Guerrero) 

Oblation (Guillermo Tolentino) 

Ang Magbabayo (Vicente Manansala) 

32.20. Ginagamitan ng malaking titik ang mga katawagang pang-agham, kasama na rito ang mga terminong 
meteorolohiko. Mga pangngalang pantangi lamang ang ginagamitan ng malaking titik sakaling nakakabit 
sa mga karaniwang pangalan. 

Black Hole 
Milky Way 
bagyong Ondoy 
konstelayon ng Balatik 
planetang Venus 

32.21. Ginagamitan ng malaking titik ang pangalan ng mga yugtong pangkasaysayan, siglo, episodyo, at iba pang 
kauri. 

Panahon ng Amerikano 

32.22. Ginagamitan ng malaking titik ang mga konseptong akademiko. 

Rizalista 

Balagtasismo 

Marxismo 

32.23. Ginagamitan ng malaking titik ang pagtukoy sa mga bahagi ng buong mga akda kung maituturing na 
mahalagang bahagi lamang nito. 

Act III, Scene 5 
Kabanata 18 
Aklat VI 

32.24. May mga pagkakataong ginagawang malaking titik ang pagkakabaybay ng mga pangngalang pambalana. 


32 . 24 . 1 . 

Karaniwang nasa maliit na titik ang katawagang pampamilya, maliban na lamang kung tumutukoy sa isang 
tiyaknatao. 
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Imbitado ang ama at ina. 

Pupunta ka ba, Ama / Tatay / Papa? 
Itanong mo kay Ina / Nanay / Mama. 
Darating din ang mga tito at tita mo. 
Darating ba si Tita Lorna? 


32 . 24 . 2 . 

Ginagawang malaking titik ang pangngalang pambalana kung tumutukoy nang para sa isang kausap, 
sa panawagan at mga idiomatikong pahayag. Sa mga ganitong pagkakataon nagiging pantangi ang 
pangngalang pambalana. 

Darating na si Kamatayan. 

32 . 25 . Ginagamitan ng malaking titik ang Simula ng mga pangngalang tambalan at may gitling. 

Samahang Walang-lwanan 


32 . 25 . 1 . 

Isinusulat din sa malaking titik ang Simula ng mga susunod na sangkap maliban kung pananda, pang-ukol, 
pang-ugnay, at iba pa na may apat at higit na mababa pang bilang ng titik. 

Tulay-na-Bato 


32 . 25 . 2 . 

Kung isang unlapi o anumang pambuo ng pinagsamang anyo at hindi makatatayong mag-isa bilang isang 
salita, huwag gagamitan ng malaking titik ang unang sangkap. 

kilusang kontra-Marcos 
anti-kolera 

32.26. Hindi ginagamitan ng malaking titik ang mga di-karaniwang baybay ng pangalan. Sundin ang anumang 
opisyal na baybay ng pangalan. Hangga’t maaari, iwasan na lamang na mailagay sa unahan ng pangungusap 
kung nagsisimula sa maliit na titik. 

iPod 

eBay 

32.27. Ginagamitan ng malalaking titik ang mga daglat, akronim, at inisyals. 

PHP (piso) 

P (piso) 

Ginagamit ang P kapag walang kaparehong simbolo sa loob ng sulatin. Ngunit, kapag may kapareho, 
gamitin ang PHP. 
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PHL (Philippines) 

PH (Philippines) 

AGA (Alejandro G. Abadilla) 

KKK (Katipunan) 

BC (Before Christ) 

AD (Anno Domini) 

33. Ang paggamit ng italiko 

33.1. Ginagamit ang italiko sa unang banggit ng mga salitang hiram, dayuhan man o rehiyunal, na hiniram 
nang buo. Kasama dito ang mga karaniwang salitang hindi binago ang baybay dahil nakalilito; at mga di- 
karaniwang salita na teknikal na salita at bagong-bago. 

33.2. Ginagamit ang italiko sa pagdidiin. Ngunit bilang pangkalahatang tuntunin, iwasan ang paggamit ng italiko 
sa ganitong paraan. 

33.3. Ginagamit ang italiko sa paggamit ng salita bilang salita. Katumbas nito ang isang gamit ng panipi. 
Kinakailangan lamang maging konsistent ng nagsusulat kung panipi o italiko ang gagamitin. 

33.4. Ginagamit ang italiko sa pagbanggit ng pamagat ng mga legal na dokumento, mga lathalain (dyornal, 
magasin, pahayagan), libro, at iba pang buong akda. 

33.5. Ginagamit ang italiko sa pagbanggit ng pangalan ng mga barko, eroplano, at mga kauri. 

BRP Ang Pangulo (presidential yacht) 

BRP Gregorio del Pilar (Navy frigate) 

M/V Cebu Princess (passenger ship) 
the shuttle Columbia (space shuttle 
the Titanic (passenger ship) 

33.6. Ginagamit ang italiko sa pagbanggit ng mga pangalan at katawagang pang-agham. 

33.7. Ginagamit ang italiko sa pagbanggit ng mga salitang tunog. Kailangang bantayan na iba ang salitang tunog 
sa mga salitang onomatopoeiko, katulad ng tikatik ng ulan, o lawiswis na kawayan. 

aw-aw ng aso (kahol ng aso) 
tik-tilaok ng manok (tilaok ng manok) 
unga ng kalabaw (ungol ng kalabaw) 

33.8. Ginagamit ang italiko sa pagbanggit ng ibang pamagat na maaaring makasama sa sipi, katulad ng programa 
sa telebisyon, pelikula, pinta at iba pang likhang-sining. 

MGA PANGALAN AT KATAWAGAN 

34. Mga pagbanggit ng pangalan at katawagan 
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34 . 1 . Binabaybay nang buo ang mga pangalan at katawagan sa loob ng sulatin. Nagkakaroon lamang ng suliranin 
kung paulit-ulit na babanggitin ang nasabing pangalan. 

34 . 2 . Kapag paulit-ulit na gagamitin, buoin sa unang banggit. Gamitin ang maikli o dinaglat na bersiyon sa mga 
susunod pang pagbanggit. Upang ipakilala ang dinaglat na bersiyon, isinusunod sa unang buong pagbanggit 
ang daglat nang nakapaloob sa panaklong. Kung hindi panaklong, maaari ring ipakilala sa loob mismo ng 
sulatin ang daglat. Sa kabilang banda, hindi kailangang ipakilala ang maikling bersiyon. Gamitin na lamang 
agad pagkatapos ng unang banggit ng buong pangalan. 

34 . 3 . Ang Pangulo ng Pilipinas 

Pinangungunahan ng titulo ang pangalan ng Pangulo. Hindi dinadaglat kailanman ang nasabing titulo; 
ngunit, maaaring gamitan ng maikling bersiyon kung may ilang ulit na mababanggit sa isang sulatin. 

Pangulong Benigno S. Aquino III 

MAIKLING BERSIYON (PORMAL): 

Pangulong Aquino 

MAIKLING BERSIYON (IMPORMAL): 

Pangulong Noynoy Aquino 

MAIKLING BERSIYON (IMPORMAL): 

Pangulong Noynoy 

MAIKLING BERSIYON (IMPORMAL): 

Pangulong Pnoy 

Depende sa kung saang dokumento kung aling maikling bersiyon ang gagamitin. Sa mga hindi gaanong 
pormal na dokumento maaaring gamitin ang “Pangulong Noynoy Aquino,” “Pangulong Noynoy,” 
at “Pangulong Pnoy.” 

Ginagamit din ang “Malacanang” bilang metonimya para sa Tanggapan ng Pangulo o kaya sa Ehekutibong 
Sangay ng Pamahalaan. 

Bilang tanda ng paggalang, ginagamit ang “Kagalang-galang (Kgg.)” para sa Pangulo at mga embahador. 
Hindi na ginagamit ang “Kamahalan” at “Kagitingan.” 

34 . 4 . Mga Opisyal na Pangalan ng Kinatawan ng Ibang Bansa. 

Gamitin ang anumang opisyal na pangalan ng mga kinatawan ng ibang bansa. Maging maingat sa mga 
pananda, pantukoy, at iba pang pang-ugnay na ginagamit sa loob ng pangalan nila. 

34 . 5 . Mga Pangalan ng Tao 

Sa unang banggit, gamitin ang opisyal na pangalan kung mayroon man, lalo na kung iba sa buong pangalan. 
Kung walang opisyal na pangalan, buoin ang pangalan, nang iginagalang ang gitnang inisyal, ang apelyido 
sa kadalagahan kung ibinigay, mga espesyal na pagkakabaybay kung mayroon man, at mga ekstensiyon ng 
pangalan nang hindi inihihiwalay ng kuwit. 
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Mark S. Reyes 
Nina Agapito-Reyes 
Mark S. Reyes III 
Mark BP Reyes 
Roman P. Santos Ph.D. 
Reyes, Mark S., Ill 
Santos, Roman P„ Ph.D. 


34 . 5 . 1 . 

Sa mga susunod pang pagbanggit ng pangalan, iminumungkahing gamitin na lamang ang apelyido. Kung 
may kapareho ng apelyido sa loob mismo ng sulatin, isali pati ang unang titik ng unang pangalan. Kapag 
may kapareho pa rin, isama pati ang gitnang inisyal. Kung magkaparehong-magkapareho ang pangalan at 
naiiba lamang dahil sa ekstensiyon, isama pati ang ekstensiyon. 


34 . 5 . 2 . 

Hindi isinasama sa mga pormal na sulatin ang katawagang Bb./ Binibini, Gng./ Ginang, at G./ Ginoo, 
maliban na lamang sa mga liham at iba pang impormal na sulatin. 

Reyes 
M. Reyes 
M.S. Reyes 
Reyes Sr. 

Reyes Jr. 

Santos 


34 . 5 . 3 . 

Maaari ring gamitin ang alyas ng tao sakaling may alyas. Ngunit kailangang ipakilala ang alyas katabi ng 
unang pagbanggit sa pangalan. Nakapaloob sa panaklong ang alyas. 

Alejandro G. Abadilla (AGA) 

34.6. Mga katungkulan at tanda ng paggalang 


34 . 6 . 1 . 

Sa unang banggit, daglatin ang katungkulan na sinusundan ng opisyal o buong pangalan. Sa mga susunod 
na banggit, buoin ang daglat na sinasamahan na lamang ng apelyido. 

UNANG BANGGIT: 

Sen. Loren Legarda 

MGA SUSUNOD PANG BANGGIT: 

Senador Legarda 

Dir. (Direktor) 

Kal. (Kalihim) 

Kom. (Komisyoner) 
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Kong. (Kongresista) 
Gob. (Gobernador) 


34 . 6 . 2 . 

Bilang tanda ng paggalang, ginagamit ang “Iginagalang (Igg.)” para sa mga miyembro ng ehekutibo, 
lehislatibo, at hudikaturang sangay ng pamahalaan. 

34.7. Mga tanda ng propesyon at personal na taguri. 


34 . 7 . 1 . 

Kapag ginagamit sa pangungusap nang nauuna sa pangalan ng tao, baybayin sa malaking titik. Sa unang 
banggit, maaaring daglatin ang tanda ng propesyon at personal na taguri na sinusundan ng buong 
pangalan. Sa mga susunod na banggit, maaaring buuin o panatilihin ang daglat na sinasamahan na lamang 
ng apelyido. 

UNANG BANGGIT: 

Nars Lawrence Perez 
Propesor Josephine Santos 
Prop. Josephine Santos 

MGA SUSUNOD PANG BANGGIT: 

Nars Perez 
Propesor Santos 
Prop. Santos 

Dr. (Doktor) 

Atty. (Attorney) 

Engr. (Engineer) 


34 . 7 . 2 . 

Isang ekstensiyon lamang ang gamitin. 

MALI: Prop. Josephine Santos, Ph.D. 

TAMA: Prop. Josephine Santos 

TAMA: Propesor Josephine Santos 

TAMA: Josephine Santos, Ph.D. 

34 . 7 . 3 . 

Kapag ginagamit sa pangungusap nang nahuhuli sa pangalan ng tao, hindi binabaybay nang malaki ang 
titik. Sa mga susunod na banggit, hindi na isinasama ang tanda ng propesyon o taguri. 

UNANG BANGGIT: 

Lawrence Perez, nars sa PGH 

MGA SUSUNOD PANG BANGGIT: 

Perez 
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34 . 8 . Opisyal na Pangalan ng mga Wika, Tao at Lugar. 

Iloko llokano 

Bikol Bikol 

Hiligaynon Iloilo 

Pangasinense Pangasinan 

Cebuano/Bisaya Cebu 

Nihongo Japan/Hapon 

34.9 Opisyal na Pangalan ng mga Pangkat Etniko. 

Aeta 

Ivatan 

Ifugao 

Sama 

Mangyan 

34 . 10 . Ingatan ang mga salitang may mga negatibong politikal na konotasyon dahil nagpapahiwatig ng 


pagsasantabi at pang-aapi. 


TAMA 

MALI 

Tsino 

Intsik 

Muslim 

Moro 

Indian 

Bombay 

Amerikano 

Kano 

African American 

Negro 

Agfa 

baluga 

Ita 

baluga 

Negrito 

baluga 

Sama 

Badjao 

indigenous peoples 

lumad 

Bagobo 

lumad 

T’boli 

lumad 

Mandaya 

lumad 

B’laan 

lumad 

bakla 

silahis, baklang lalaki 

lesbiana 

tomboy, baklang babae 

transgender 

tranny 

LGBT 

kabaklaan, mga bakla 

may-kapansanan 

baliw, pilantod, pilay 

informal settler 

squatter 

kasambahay 

katulong 

alagad ng sining 

artista (ng telebisyon at sine) 


34 . 11 . Pangalan ng mga organisasyon, programa, at iba pa. Maaaring gamitin ang inisyal, akronim, at daglat. 

Tinatawag na inisyal kapag walang nabubuong bagong pangalan ang pagkakasunod-sunod ng mga titik. 
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Kung gayon, binabasa ang inisyal na binabanggit paisa-isa ang mga titik. Tinatawag na akronim kapag may 
nabubuong bagong pangalan ang pagkakasunod-sunod ng mga titik. Tinatawag na daglat ang anumang 
pagpapaikli ng pangalan na hindi gumagamit ng inisyal. 

Inisyal 

GMA 

ABS-CBN 

UN 

Akronim 

UNICEF (United Nations Children’s Fund) 

UMPIL (Unyon ng mga Manunulat sa Pilipinas) 

PAGASA 

Pag-IBIG (Pagtutulungan sa Kinabukasan: Ikaw, Bangko, 

Industriya, at Gobyerno) 

PAASCU 

DepEd 

CHED 

Daglat 

McDo 

34 . 11 . 1 . 

Kung minsan lang naman babanggitin ang pangalan ng organisasyon, programa at iba pa, huwag nang 
gamitin ang pinaikling katawagan (inisyals, akronim, daglat). Maliban na lamang kung higit na kilala ang 
organisasyon, programa at iba pa sa pinaikling katawagan. Sa ganitong mga pagkakataong minsanang 
banggit, maaaring banggitin pareho ang buong pangalan at panaikling katawagan; ngunit, hindi maaaring 
ang pinaikling katawagan lang ang banggitin. 

34 . 11 . 2 . 

Sa mahahabang sulatin, maaaring ulitin ang proseso ng pagbanggit ng buong pangalan ng organisasyon, 
programa at iba pa kasama ng pinaikling katawagan sa bawat seksiyon. Pakay nitong maipaalala lamang sa 
mga mambabasa ang buong pangalan. 

34 . 11 . 3 . 

Sa mga table, illustration, at figure na naglalaman ng pinaikling katawagan, kailangang ipinaliliwanag sa 
loob mismo ng table, illustration at figure ang kahulugan ng katawagan. Kung hindi kasya sa loob, maaaring 
gawin sa talababa, taladuluhan, o caption. 

34 . 11 . 4 . 

Kahingian sa lahat ng dokumentong ipapasa sa Pangulo ang isang glossary kung maraming ginamit 
na pinaikling katawagan (inisyal, akronim, daglat). Ayusin nang pa-alpabeto ayon sa mga pinaikling 
katawagan at hindi sa buong mga pangalan. 
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IKATLONG BAHAGI 


MGA USAPIN NG BILANG 

35 . Gamit ng bilang na Arabe at bilang na Romano. Bilang pangkalahatang tuntunin, ginagamit ang bilang na 
Arabe, at hindi Romano, sa pagsusulat ng tambilang. 

1 I 

2 II 

3 III 

4 IV 

5 V 

10 X 

50 L 

100 C 

500 D 

1000 M 

35 . 1 . Gamitin ang bilang na Arabe, na binabantasan ng tuldok o panaklong, sa mga listahang nakapaloob sa 
pangungusap. 

35 . 2 . Pinahihintulutan ang paggamit ng bilang na Romano sa mga susunod na pagkakataon: 


35 . 2 . 1 . 

Ginagamit ang bilang Romano sa pagtatakda ng pagkakasunod-sunod ng mga pangyayari. 

EDSA I 
EDSA II 


35 . 2 . 2 . 

Ginagamit ang bilang Romano sa pagtatakda ng pagkakasunod-sunod ng kapanganakan ng tao. 

Benigno S. Aquino III 
Santo Padre Benedict XVI 


35 . 2 . 3 . 

Ginagamit ang bilang Romano sa pagtatakda ng pagkakasunod-sunod ng iba pang bagay, katulad ng hayop, 
mga dokumento, libro, at pelikula. 

Star Wars IV 

35 . 3 . Gamitin ang bilang Romano sa pagpapangalan sa mga sasakyang panlupa at pantubig. Gamitin naman ang 
bilang Arabe sa pagpapangalan sa mga sasakyang panghimpapawid. 

Maharlika I 
M/V Catalina II 
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Bluebird 4 
030 

36. Gamit ng pamilang kardinal, pamilang panunuran, at pamilang nominal. Sinasagot ng pamilang kardinal 
kung gaano kakaunti o kadami ang binibilang. Sinasagot naman ng pamilang panunuran kung pang-ilan 
ang binibilang. Itinatakda ng pamilang nominal ang identidad ng tinuturan ng bilang. 

36.1. Binabaybay ang pamilang kardinal sa pamamagitan ng paggamit ng pahayag na “labi-” galing sa “labis.” 
Huwag kalilimutan ang gitling at kudlit sa pagbabaybay ng mga bilang, at mga pagbabago sa katinig/ 
patinig. 

labing-isa (labis ng isa) 
labindalawa (labis ng dalawa) 
labimpito (labis ng pito) 

Sa pagbilang ng sampu-sampu, ginagamit ang “-pu ” na galing sa “sampu.” Inuugnay ng pangatnig na “at” 
ang bilang na lumalabis sa dalawampu. 

dalawampu (dalawang sampu) 
dalawampu’t isa (dalawang sampu at isa) 

Ang mga sumusunod ang iba pang taguri sa yunit: 

libo (1,000) 
milyon (1,000,000) 

36.2. Binubuo ang pamilang panunuran sa pamamagitan ng paggamit ng uniaping “ika-” o “pang-.” Walang 
isinusunod na gitling sa mga nabanggit na unlapi, maliban kung nagsisimula sa patinig ang ikakabit na 
baybay ng bilang sa “pang-.” 

una 

ikalawa 

ikatlo 

ikadalawampu 

pangalawa 

pangatlo 

pang-apat 

36.3. Gamitin ang pamilang panunuran kung nakasaad sa pagtatakda ng mga p angalan ang lokasyong 
heograpiko, o posisyon sa loob ng politika o militar. 

36.4. Sa paggamit ng mga bilang sa mga pangngalang pantangi, ipinapayong tanungin na muna ang gumagamit 
ng pangalan kung ano ang higit nilang gusto. Sundin ang kanilang kagustuhan kung bilang na Arabe o 
Romano ang gagamitin. 

37. Gamit ng baybay o tambilang ng pamilang kardinal at panunuran 
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37.1. Bilang pangkalahatang tuntunin, gamitin ang baybay ng bilang kung pangkaraniwan ang pagkakagamit 
nito. 

37.2. Baybayin ang lahat ng pagpapahayag ng bilang, mapa-kardinal man o panunuran (kabilang ang salapi, 
sukat, porsiyento) kapag nasa unahan ng pangungusap. Hindi sinusunod ang ganitong tuntunin kung 
nagpapahayag ng taon sa unahan ng pangungusap at kung gumagamit ng pamilang na nominal; sa halip, 
gamitin ang tambilang. Tinutukoy ng tambilang (En. digit) ang bilang na Arabe o Romano. 

2013 ang pinakamagandang taon para sa kanya. 

1808 ang zip code ng barangay niya. 

37.3. Sa pagpapahayag ng bilang sa loob ng pangungusap, baybayin ang pamilang kardinal at panunuran mula 
zero hanggang isandaan. Gamitin ang tambilang kapag lumampas na ng isandaan. 

37.4. Sa serye ng mga bilang, baybayin ang lahat ng bilang kapag mababa silang lahat sa isandaan. Kapag may 
kahit isa lang na lumampas ng isandaan, gamitin ang tambilang para sa lahat. 

38. Ang pagbabaybay ng bilang 

38.1. Huwag gagamit ng kuwit kapag binabaybay nang buo ang bilang. Gamitin ang “at” bilang kapalit ng punto 
desimal, nang hindi dinadaglat. 

TAMA: isang libo walundaan tatlumpu’t 

tatlo at tatlo 

MALI: isang libo walundaan tatlumpu’t 

tatlo’t tatlo 

38.2. Walang pangatnig na inilalagay sa pagbabaybay sa pagitan ng “daan,” “libo,” at “milyon” sa higit na 
mababang bilang sa isandaan 

TAMA: limandaan at tatlumpo 

MALI: limandaang tatlumpo 

(limandaan na tatlumpo) 

TAMA: sanlibo apat na raan 

MALI: sanlibong apat na raan 

(sanlibo na apat na raan) 

38.3. Kapag binabaybay ang daan, gumamit ng “at,” kapag walang desimal. Ngunit kapag may desimal, tanggalin 
ang unang “at.” Gamitin ang “at” sa punto desimal. 

TAMA: isandaan at dalawampu’t dalawa 

MALI: isandaan dalawampu’t dalawa 

TAMA: isandaan dalawampu’t dalawa at tatlo 
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38 . 4 . Kapag binabaybay nang buo ang bilang, gamitin ang tambilang at ang karampatang baybay ng buong bilang. 
12.3 milyong tao 

38 . 5 . Hindi na pinahihintulutan sa pormal na sulatin ang paggamit ng baybay ng bilang sa wikang Espanyol. 


MALI: 

kuwarenta y singko 

TAMA: 

apatnapu’t lima 

MALI: 

beinte singko 

TAMA: 

dalawampu’t lima 

MALI: 

onse 

TAMA: 

labing-isa 

MALI: 

mil 

TAMA: 

libo 

MALI: 

ciento 

TAMA: 

daan 


39. Ang pagsulatng tambilang 

39 . 1 . Gumamit ng mga kuwit upang paghiwalayin ang bawat tatlong tambilang mula sa pinakakanan. 

39 . 2 . Hindi na nilalagyan ng kuwit ang tambilang samgapahina, adres, siryal (gayangtiket, sedula, atbp.). 

40. Desimal 

40 . 1 . Gamitin ang tuldok para sa punto desimal kapag isinusulat ang tambilang. 

40 . 2 . Huwag kaliligtaang maglagay ng zero sa mga desimal na mababa sa isa. Hindi sumusunod sa ganitong 
batas 

ang paggamit ng desimal sa baril (e.g. kalibre .45), at estadistika (e.g. .01 significance). 

40 . 3 . Hindi dapat lalampas ng dalawang tambilang sa paglalagay ng desimal sa sulatin, maliban na lamang kung 
kailangang-kailangan. 

40 . 4 . Kapag binabaybay, gamitin ang “at” bilang kapalit ng punto desimal, nang hindi dinadaglat. 

isang libo walundaan tatlumpu’t tatlo at tatlo 
isang libo walundaan tatlumpu’t tatlo’t tatlo 
labingwalo tatlumpu’t tatlo punto tatlo 
labingwalo talumpu’t tatlo tuldok tatlo 
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41. 


Fraction 


41 . 1 . Binabaybay nang buo ang mga payak na fraction. May tiyak na pagbaybay sa fraction sa wikang Filipino 

kalahati (hati; 1/2) 
sangkapat (isang ikaapat; 1/4) 
sangkatlo (isang ikatlo; 1/3) 
tatlongkapat (tatlong ikaapat; 3/4) 

labing-isangkalabinlima (labing-isa sa ika-labinlima; 11/15) 

Binubuo nang inuuna ang dividend. Isinusunod ang divisor, na ginagamitan ng panunuran na “ika-,” saka 
dinadaglat na ‘“ka-.” 

41 . 2 . Ginagamitan ng tambilang ang mga mixed fraction sa loob ng pangngusap. Ngunit kinakailangang 
baybayin kapag nasa Simula ng pangungusap. 

42. Pananalapi 

42 . 1 . Baybayin ang buong halaga ng pananalapi hangga’t hindi pa lumalampas ng isandaan. Gamitin ang 
tambilang kapag lumampas na ng isandaan. 

42 . 2 . Baybayin kapag nasa Simula ng pangungusap ang pagbanggit sa pananalapi kahit hindi pa lumalampas 
ng isandaan. Ngunit kapag nasa loob na ng pangungusap, gamitin ang tambilang kapag lumampas na ng 
isandaan. 

42 . 3 . Gamitin ang ISO three letter codes sa pagtukoy ng salapi. May patlang sa pagitan ng code at ng bilang. 

42 . 4 . Gamitin ang code na “P,” at hindi “PHP,” para sa piso ng Pilipinas kung wala namang mababanggit na iba 

pang piso sa loob ng parehong sulatin. Ngunit kung may mababanggit na iba pang piso, katulad ng piso ng 
Mexico, gamitin ang “PHP” upang maging iba. Hindi na rin ginagamit ang simbolong para sa sentimo. 

TAMA: P0.50 (limampung sentimo) 

TAMA: PHP 0.50 (limampung sentimo) 

MALI: 0.50 £ (limampung sentimo) 

Ganito rin ang tuntunin para sa dolyar ng US. Kung dolyar lang naman ng US ang ginamit, kahit hindi na 
gamitin ang three letter code. Sa ganitong pagkakataon, sapat na ang dollar sign na “$.” 

42 . 5 . Sa pagbanggit ng mga presyo, huwag kalilimutang maglagay ng desimal. Dalawang patlang ang inilalaan 
para sa desimal. 

42 . 6 . Sa ibang pananalapi, tiyakin kung may ibang nakagawiang paraan ng gamit. May ibang uri ng pananalapi 
na gumagamit ng ibang simbolo para sa maliliit na halaga. Kadalasang inihuhuli ang mga nabanggit na 
simbolo sa tambilang. 

£10 15s. 6d. 
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43. Edad 

Bilang pangkalahatang tuntunin, hindi binabaybay ang pagbanggit sa edad, maging tiyak man o hindi tiyak, 
kahit pa mababa sa isandaan. 

TIYAK: Edad 40 na siya nang makapangasawa. 

TIYAK: Nakapangasawa siya nang 40 gulang na siya. 

DI-TIYAK: Kulang-kulang ng 40 taon siya nang makapangasawa. 

44. Petsa 

44 . 1 . Gamitin ang pormat na buwan-araw-taon, ayon sa pamantayan ng International Organization for 
Standardization (ISO). Inihihiwalay ng kuwit ang araw sa taon. Ginagamit lamang ang pormat na araw- 
buwan-taon para sa mga pagkakataong napakarami ang magkakasunod na babanggiting petsa. 

TAMA: January 3, 2015 

MALI: 3 January 2015 

44 . 2 . Kapag gagamit ng uniaping “ika-” na ikinakabit sa araw ng petsa, hindi maiiwasang sumunod sa pormat na 
araw-buwan-taon. 

TAMA: ikadalawampu't tatlo ng Mayo 

TAMA: ika-23 ng Mayo 

Hindi pinahihintulutan ang paggamit ng uniaping “a-” na hiniram sa wikang Espanyol. 

44 . 3 . Hindi na kailangang maglagay ng kuwit kapag buwan at taon lamang ang gagamitin. 

44 . 4 . Sa pagpapahayag ng taon, tambilang parati ang gamitin. Huwag babaybayin ang taon. Hindi ginagamitan 
ng kuwit ang taon kahit pa lampas sa tatlong patlang. Sa pagbigkas ng taon, hindi na ginagamit ang “mil” at 
“ciento,” gayundin ang “libo” at “daan,” sa pagbigkas ng taon dahil nakalilito sa haba. Sundin ang tuntunin 
ng paghihiwalay ng unang dalawang tambilang sa dalawang huling tambilang sa pagbigkas. 

44 . 5 . Bilang pangkalahatang tuntunin, hindi pinahihintulutan ang pagdadaglat ng petsa sa pormal na sulatin. Sa 
mga impormal na sulatin, dinadaglat ang petsa sa pamamagitan ng pagtatanggal ng unang dalawang bilang 
sa kaliwa saka pinapalitan ng kudlit, hindi isahang pambukas na panipi. 

PORMAL: batch 1976 

IMPORMAL: batch 76 

44 . 6 . Hindi dinadaglat sa loob ng pormal na sulatin ang petsa sa pagtukoy ng magkakasunod na taon. Gatlang en 
ang ginagamit na bantas upang ipahiwatig ang pagiging magkasunod. Nilalagyan ng patlang sa unahan at 
hulihan ng gatlang en. 

TAMA: 1945 - 1985 
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MALI: 

1945-1985 

MALI: 

1945 - 85 

MALI: 

1945-1985 

MALI: 

1945 - 1985 


44 . 7 . Kung pangangailangan ang pagdadaglat para sa praktikal na dokumentasyon, gamitin ang pormat na 
taon / buwan / araw, ayon sa pamantayan ng International Organization for Standardization (ISO). Kung 
gagamit ng ibang pormat katulad ng buwan / araw / taon, o araw / buwan / taon, kailangang linawin ng 
nagsusulat sa mambabasa ang kahulugan ng pagkakasunod-sunod ng mga bilang sa loob mismo ng sulatin. 
Sa ganitong mga pagdadaglat para sa dokumentasyon, inihihiwalay ng gitling ang mga bilang sa isa’t isa. 
Walang inilalagay na patlang sa magkabilang panig ng mga gitling. 

44 . 8 . Siglo, dekada, at taon. Sundin kung anuman ang kinagawiang gamitin sa bilang na Arabe o Romano. Kung 
walang opisyal na ginagamit, bilang na Arabe ang gamitin. Kung pamilang panunuran ang ginagamit, 
gamitin ang anyo ng panunuran na gumagamit ng “ika-” o “pang-.” Kung walang opisyal na ginagamit sa 
pamilang panunuran, gamitin ang anyo ng pamilang kardinal. 

44 . 9 . Kapag higit sa sampu ang gagawing pagtukoy sa pagpapanahon, gamitin ang tambilang. Kapag mababa sa 
sampu, baybayin. Maliban na lamang kung nasa unahan ng pangungusap, kung saan kailangang baybayin 
lahat. 

TAMA: ika-12 siglo 

MALI: siglo 12 

TAMA: ikasiyam na dekada 

44 . 10 . Kung tinuran ang dekada sa pamamagitan ng tambilang na siglo, gamitin ang siglo. Kinakailangan lamang 
maging konsistent ang nagsusulat. 

TAMA: Nangyari ang Unang Sigwa sa unang bahagi ng ikapitong dekada ng ika-20 siglo 

TAMA: Nangyari ang Unang Sigwa noong dekada 1970. 

TAMA: Nangyari ang batas militar noong mga dekada 1970 hanggang 1980. 

MALI: Nangyari ang batas militar noong dekada 1970s hanggang 1980s. 

MALI: Nangyari ang batas militar noong dekada 1970’s hanggang 1980’s. 

Hindi ginagamit sa wikang Filipino ang titik “s” bilang pangkabit sa dinaglat na “1970s,” bagamat 
ginagamit sa wikang Ingles. 

44 . 11 . Mga Katawagan ng Panahon Sundin ang mga sumusunod na tuntunin para sa bawat na katawagan ng panahon. 

AD (anno Domini; sa panahon ng Panginoon) 

Palaging pasulong ang bilang ng panahon mula sa tinatakdaan ng anno Domini. 

Kapag hindi nililinaw sa pagbanggit ng panahon, ipinagpapalagay na kaagad na AD. 

AH (anno Hegirae; sa panahon ni Muhammad) 
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Palaging pasulong ang bilang ng panahon mula sa tinatakdaan ng anno Hegirae. 

BC (bago si Kristo); BCE (bago ang karaniwang panahon) 

Palaging paurong ang bilang ng panahon mula sa tinatakdaan ng BC at BCE. 

Kapag may pagkakasunod-sunod ng taon, ang higit na mataas na bilang ang mauuna sa serye ng BC at BCE. 

45. Oras 

45 . 1 . Gamitin ang tambilang kapag tiyak na oras ang ibinibigay. Bilang pangkalahatang tuntunin, gamitin ang 
sistemang 12-oras. 

45 . 2 . Ginagamit ang tambilang sa pagtatakda ng oras sa pamamagitan ng paggamit ng uniaping “alas” at “ika-.” 


MALI: 

alas-dose ng tanghali 

MALI: 

ala-una ng umaga 

TAMA: 

alas-12 n.t. 

TAMA: 

ika-11 n.u. 

TAMA: 

7 n.u. 

TAMA: 

9 n.g. 


45 . 3 . Gamitin ang mga sumusunod na daglat sa pagtatakda ng oras nang ginagamitan ng tuldok. 

n.u. (ng umaga) 
n.t. (ng tanghali) 
n.h. (ng hapon) 
n.g. (ng gabi) 

45 . 4 . Gamitin lamang ang sistemang 24-oras sa mga korespondesniya sa loob ng militar; kung saan tanghali ang 
ibig sabihin ng 1200, at hatinggabi ang ibig sabihin ng 2400. Hindi ginagamitan ng bantas ang ginagamit na 
tambilang para sa sistemang 24-oras 

1600 

46. Porsiyento at pagbabahagdan 

46 . 1 . Baybayin ang porsiyento kapag nasa Simula ng pangungusap. Kapag wala sa Simula, gamitin parati ang 
tambilang sa unahan ng simbolo ng porsiyento (%). 

TAMA (KAPAG NASA SIMULA NG PANGUNGUSAP): Isandaang porsiyento 

TAMA (KAPAG NASA LOOB NG PANGUNGUSAP 
AT KAUNTI LANG ANG PAGGAMIT NG SALITA 

SA LOOB NG SULATIN): 100 porsiyento 
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TAMA (KAPAG NASA LOOB NG PANGUNGUSAP 
AT MADALAS ANG PAGGAMIT NG SALITA 
SA LOOB NG SULATIN: 


100 % 

MALI: isangdaang % 

46 . 2 . Kapag kaunti lang naman ang gagawing pagbanggit sa loob ng sulatin, baybayin ang salitang “porsiyento o 
“bahagdan ,” sa halip na gamitin ang simbolong “%.” 

Kapag magiging madalas ang gagawing pagbanggit sa loob ng sulatin, gamitin ang simbolong 

Nasa pagtitimbang na ng nagsusulat kung ano ang kaunti at madalas na paggamit. Anuman ang maging 
pagpapasya ng nagsusulat, kinakailangan lamang maging konsistent. 

46 . 3 . Sa pagtitimbang kung alin sa baybay na salita o simbolo ng porsiyento ang gagamitin, maaari ring gamiting 
pamantayan kung nasa disiplina bang humanidades o agham ang sulatin. Kapag nasa disiplina ng 
humanidades ang sulatin, gamitin ang nakabaybay na “porsiyento,” o “bahagdan.” Kapag nasa disiplina ng 
agham ang sulatin, gamitin ang simbolong 

46 . 4 . Gamitin ang simbolong “%” pagdating sa mga tables, figures, at infographics. 

47. Panukat 

47 . 1 . Sa paggamit ng mga panukat, gamitin ang tambilang at hindi ang baybay; maliban na lamang, kung matatagpuan 
sa Simula ng pangungusap. Kapag nasa loob ng pangungusap at lampas ng sampu, gamitin ang tambilang. 

47 . 2 . Gamitin ang metric system sa mga gagamiting katawagang panukat. 

47 . 3 . Ginagamit ang mga pagdadaglat at simbolong panukat sa mga maka-agham at teknikal na sulatin. Ngunit 
kapag hindi naman teknikal ang sulatin, pinahihintulutan na ang hindi pagdadaglat ng mga katawagang 
panukat. 

47 . 4 . Tandaan na “L” (malaking titik) ang ginagamit na simbolo para sa sukat na litro, at hindi “1” (maliit na 
titik). Sa ganitong pamamaraan, nagiging malinaw ang kaibahan nito sa tambilang na Arabe na “1.” 

MGA PAGDADAGLAT 

48 . Pinahihintulutan ang pagdaglat ng mga sumusunod: 

48 . 1 . Pagdadaglat ng mga panturing sa civil status at pantukoy ng ayos ng kapanganakan. 

G. (Ginoo) 

Gng. (Ginang) 

Bb. (Binibini) 

Jr. (Junior) 

Sr. (Senior) 
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48.2. Pagdadaglat ng mga panturing sa propesyon o posisyon. 

Dr. / Dra. (Doktor / Doktora) 

Sen. (Senador) 

Prop. (Propesor) 

48.3. Pagdadaglat ng mga panturing sa mga establisimyento. 

Ltd. (Limited) 

Inc. (Incorporated) 

Co. (Company) 

48.4. Pagdadaglat ng katawagan ng mga lugar o kakalsadahan. 

Bgy. (Barangay) 

Ave. (Avenue) 

Blvd. (Boulevard) 

St. (Street) 

48.5. Pagdadaglat ng mga titulo sa patunguhan ng mga liham. 

Kgg. (Kagalang-galang) 

Igg. (Iginagalang) 

48.6. Pagdadaglat ng mga gitnang pangalan ng tao, o mga siyentipikong pangalan. 

Jose P. (Protacio) Rizal 
O. (Oryza) sativa 

48.7. Pagdadaglat ng mga titulo ng mga banal na tao. 

Sn. (San) Nicolas 
Sto. (Santo) Tomas 
Sta. (Santa) Isabel 

Ngunit hindi dinadaglat ang pangalan ng banal na tao kapag nakapaloob sa isa pang pangngalang pantangi. 

MALI: Unibersidad ng Sto. Tomas. 

TAMA: Unibersidad ng Santo Tomas 

48.8. Pagdadaglat ng mga una at gitnang pangalan ng mga kalye. 

J.P. Rizal 

48.9. Pagdadaglat ng panahon. 
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Filipino: 8:30 n.u. (ng umaga) 

Ingles: 8:30 a.m. (anti-meridien) 

Filipino: 4:30 n.h. (ng hapon) 

Ingles: 4:40 p.m. (post-meridien) 

Filipino: 8:30 n.g. (ng gabi) 

Ingles: 8:30 p.m. (post-meridien) 

48 . 10 . Pagdadaglat ng mga palasak na parirala, na kadalasang nasa Latin sa mga tala at sanggunian. 

atbp. (at iba pa; etc.) 
blng. (bilang) 
w.l. (walang lathalaan) 
w.p. (walang petsa) 
pat. (patnugot) 

e.g. (exempli gratia; halimbawa) 
i.e. (id est; gaya sa) 

et al. (et alii/alia; pantukoy sa iba pang tao) 
ibid, (ibidem; sa nabanggit ding pook) 
n.b. (nota bene; bigyang-pansin) 
vs (versus; laban sa/kay) 
v (versus; laban sa/kay sa kasong legal) 

48 . 11 . Pagdadaglat ng pangalan ng mga bansa. 

OPISYAL NA DAGLAT NG PILIPINAS 

TAMA: PHL 

TAMA: PH 

MALI: RP 

OPISYAL NA DAGLAT NG ESTADOS UNIDOS 

TAMA: U.S. (ginagamit kung tumutukoy sa bansa) 

TAMA: US (ginagamit bilang pang-uri) 

48 . 12 . Pagdadaglat ng mga kilalang organisasyon o kapisanan. 

GATT 

48 . 13 . Pagdadaglat ng mga araw at buwan sa mga ulat. 


Ene 

Enero 

Peb 

Pebrero 

Mar 

Marso 
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Abr 

Abril 

May 

Mayo 

Hun 

Hunyo 

Hul 

Hulyo 

Ago 

Agosto 

Set 

Setyembre 

Okt 

Oktubre 

Nob 

Nobyembre 

Dis 

Diyembre 

Lin 

Linggo 

Lun 

Lunes 

Mar 

Martes 

Miy 

Miyerkoles 

Huw 

Huwebes 

Biy 

Biyernes 

Sab 

Sabado 


48 . 14 . Pagdadaglat ng mahahabang teknikal na termino lalong-lalo na kung paulit-ulit na babanggitin sa loob ng 
sulatin. 

48 . 15 . Pagdadaglat sa pagsangguni sa mga batas at legal na dokumento. 

RA (Republic Act) 

AO (Administrative Order) 

EO (Executive Order) 


Pagdadaglat ng mga katawagang pang-agham at teknikal. 


seg 

segundo 

P 

piye (English system: feet) 

pul 

pulgada (English system: inch) 

C 

Carbon 

Na 

Sodium 


49 . Hindi na nilalagyan ng tuldok ang pagdadaglat ng mga sumusunod: 

HTML 

DNA 

IQ 

JPEG 
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IKAAPAT NA BAH AG I 


MGA SULIRANIN SA PAGGAMIT NG SANGGUNIAN 

1. Pangongopya 

1 . 1 . Isang krimen ang pangongopya; isang pagnanakaw ng ideya ng iba. Mahigpit na ipinagbabawal ang 
pangongopya ng ideya nang hindi kinikilala ang pinagmulan. 

1 . 2 . Kabilang sa pangongopya kahit ang mga isinaling mga ideya. Hindi nagiging pag-aari ng tagapagsalin ang 
anumang ideya na isinalin niya. Kailangan pa rin ang pagkilala sa pinagmulan ng ideya. 

1 . 3 . Bakit kailangan pa ang pagsipi kung may panganib na makapagnakaw ng ideya? Kailangan pa rin ang 
pagsipi upang bigyan ng suporta ang argumentong isinusulong. Kailangan din ang pagsipi upang kilalanin 
ang pinapasok na diskurso ng isinusulong na argumento. 

2. Ano ang dapat sipiin? 

2 . 1 . Hindi dapat sipiin ang lahat ng ideyang babanggitin. Magmumukhang pinagtagpi-tagping ideya ang 
kalalabasan ng sulatin sa ganitong kaso. Kapag maituturing na pangkalahatang impormasyon naman, 
hindi na kailangang sipiin. Kapag nais sabihing si Jose Rizal ang Pambansang Bayani ng Pilipinas, hindi na 
kailangang sipiin pa ang isang awtoridad upang patunayan na siya nga. Ngunit kung ang pagkakahirang kay 
Rizal bilang Pambansang Bayani ng Pilipinas ang paksa ng sulatin, makatutulong kung sisipiin kung ano 
nga ang batayan ng kaniyang pagiging pambansang bayani. 

2.2. Ibig sabihin, nagkakaroon lamang ng kahingian ng pagsipi kung espesyalisado ang impormasyong nais 
banggitin. Sa paksa ng pagkabayani ni Rizal, ang mga dokumentong nagtanghal sa kaniya bilang bayani ang 
awtoridad, kasama ng ibang mananaliksik at espesyalista na nanaliksik sa nasabing paksa. Ngunit kung 
pagpapakilala lang naman ng bansa ang isinusulat, at mababanggit lamang ng pahapyaw si Rizal bilang 
pambansang bayani nito, hindi na kailangan ang pagsipi, dahil relatibo sa paksa, hindi espesyalisado ang 
impormasyong nabanggit. 

2 . 3 . Sa pagsipi rin ng impormasyon, hindi na lamang basta kung sino maaaring sipiin. Bantayan na espesyalista o 
eksperto ang sinisiping tao o dokumento. May karapatang magbitaw ng nasabing pahayag. Dahil kung hindi 
naman pala eksperto, nagiging sabi-sabi na lamang sa bahagi ng kinonsulta ang pagbibitaw ng nasabing 
impormasyon. 

2 . 4 . Isang kakayahan kung gayon ng pagtitimbang sa bahagi ng manunulat kung kailan sisipi at kung sino at 
ano ang sisipiin. Sa ganitong paraan, masasabing walang tiyak na batas kung paano gagawin ang pagsisipi. 
Tanda ang husay at sinop ng pagsipi na mataas ang kaalaman ng nagsusulat tungkol sa kaniyang paksa, at 
hindi na lamang pawang bukambibig ang kaniyang sinasabi. 

3. Kaibahan ng mga sistema ng pagsipi 

3 . 1 . Marami ang mga sistema ng pagtatakda ng mga pamamaraan ng pagsipi at pagsangguni. May tatlong 

pangunahing sistema: 1) Chicago Manual of Style, 2) Modern Language Association (MLA) Style, at 3) 
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American Psychological Association (APA) Style. Espesyalisado ang gamit ng MLA at APA, samantalang 
panlahat ang Chicago Manual of Style. 

3 . 2 . Ginagamit kadalasan ang MLA Style sa Panitikan at iba pang kaugnay na disiplina sa Humanidades. 

Ginagamit naman ang APA Style sa mga dyornal at sulating nagmumula sa disiplina ng Agham Panlipunan 
at Agham. Samantala, ginagamit ang Chicago Manual of Style sa pangkalahatang paglilimbag. Kinikilala 
nito ang magkakaibang pamantayan ng mga stylebook kabilang na ang MLA at APA Style. 

4. Iba-ibang paraan ng pagsipi 

4 . 1 . May tatlong pamamaraan ng pagsipi: una, ang tuwirang pagsipi; ikalawa, ang pagbabago ng mga salita 
(kabilang na rito ang pagsasalin), at; ikatlo, ang pagbubuod ng mga ideya nang pinipili lamang ang mga 
puntong kailangan. 

4 . 2 . Ginagamitan ng superscript numbers ang lahat ng paraan ng pagsipi. Nilalagyan ng bilang na nakalagay 
sa superscript sa dulo ng sipi upang ibaling ang atensiyon ng mambabasa sa talababa sa ibaba ng pahina. 
Arabe ang ginagamit na bilang, hindi Romano, maliban na lamang sa ilang pagkakataon na may hiwalay na 
pambungad ang isang libro, na hiwalay sa argumento ng katawan ng libro. Nasa pagpapasya na ng nagsulat 
kung masasabi ba niyang hiwalay o bahagi ang kaniyang pambungad sa argumento ng libro. 

5. Tuwirang pagsipi 

Tinutukoy ng tuwirang pagsipi ang paghiram nang buo sa mga salita ng sinisipi. Hindi binabago ang mga 
salita kahit nasa ibang wika. Ginagamit ang tuwirang pagsipi kung mababawasan ang bisa ng pahayag 
kung babaguhin ang mga salita nang kahit man lamang kaunti. Kapag nasa ibang wika, hindi na kailangang 
ilagay sa italiko ang sinipi. Sapat na nakalagay sa loob ng panipi o nakahiwalay sa indent. 

5 . 1 . May dalawang uri ang tuwirang pagsipi: a) ang ginagamitan ng panipi (verbatim quote), at b) ang 
ihinihiwalay sa katawan ng sulatin (block quote). Ginagamit ang panipi kapag hindi lalampas sa 100 salita 
ang hiniram sa sinipi, o hindi lalampas ng anim hanggang walong nakatipang linya sa kompyuter. Kapag 
lumampas na sa mga nabanggit na limitasyon, ihinihiwalay ang buong sipi sa pamamagitan ng paglalagay 
ng indent sa buong siniping talata sa katawan ng sulatin. Kadalasan ding inihihiwalay sa katawan (block 
quote) kung may espesyal na pormat ang sinisipi, katulad ng halimbawa sa mga nakabersong sipi, mga 
talahanayan, atbp. Kahit hindi lampas ng 100 salita, inihihiwalay na rin lang. 

5.2. Verbatim. 

Ano ang pormat kapag ginagamitan ng panipi? 

Ihinuhulip sa katawan nang hindi nakagagambala. Nakapaloob sa panipi ang buong siniping pangungusap, 
kasama na pati ang mga bantas. Inilalagay pagkatapos ng panapos na panipi ang bilang, hindi sa unahan ng 
pambukas ng panipi. 

TAMA: 

“sipi sipi sipi sipi sipi sipi sipi sipi sipi sipi.” 1 

MALI: 

1 "sipi sipi sipi sipi sipi sipi sipi sipi sipi sipi.” 
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Kadalasan ding ipinakikilala ng tutuldok o ng kuwit ang isang sipi. 

Ayon sa kaniya, “sipi sipi sipi sipi sipi sipi sipi sipi sipi sipi .” 1 
Ganito ang nabasa niya: “sipi sipi sipi sipi sipi sipi sipi sipi sipi sipi .” 1 

Kapag nagsisimula sa malaking titik ang Simula ng sipi, panatilihin ang malaking titik. Kapag hindi 
nagsisimula sa malaking titik, dahil sa gitna ng pangungusap sinimulan ang pagsipi, gawing malaking titik 
sa pamamagitan ng paggamit ng panaklaw. Ginagamit din ang panaklaw sa paglalagay ng mga salita na 
makatutulong sa pagpapadaloy ng ideya sa sinipi. 

“[Bjinasa niya ang sulat bago umalis .” 1 

“Tinapos niya muna ang nobela.... pinuntahan siya [sa opisina ].” 1 

Ginagamit din ang tuldok-tuldok upang tanggalin ang mga salita sa sipi na nagiging sagabal lamang sa 
pagpapaunawa sa puntong nais gawin. Ngunit bantayan na hindi mababago ang orihinal na siniping ideya 
sa pamamagitan ng pagtatanggal. 

“...tinapos niya muna ang nobela.... [PJinuntahan niya .” 1 

5.3. Block quote 

Ano ang pormat kapag ipinapasok ang indent? 

Dahil nakahiwalay, nagagambala talaga ang daloy ng argumento. Kaya hangga’t maaari iwasan ang 
ganitong pagsipi. 

Kapantay lamang ng indent ang indent na ginagamit sa mga talata na nasa katawan ng papel. Nasa dulo ang 
bilang na superscript. 

Hindi ginagawang laktawan (i.e. double spaced) ang pormat ng talatang inilalagay sa block quote. Ngunit 
nilalagyan ng tig-iisang patlang bago at pagkatapos ng block quote. 

Kapag may indent sa orihinal, panatilihin ang indent. 

Kapag higit sa isa ang mga talata, huwag pagsasamahin. Gamitin ang bantas na maraming tuldok na bantas 
upang ipahiwatig ang pagtalon ng mga talata. 

Panatilihin ang anumang bantas na nasa pinagsisipiang orihinal. Kung may idadagdag na anuman, gamitan 
ng panaklaw; kung may tatanggalin, gamitan ng tuldok-tuldok. 

Hindi “justified” ang pormat sa kanang bahagi ng block quote sa papel, upang mas maluwag sa paningin. 

6. Paraphrase 

Ano ang pormat kapag babaguhin ang mga salita? 
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6.1. Nakapasok sa katawan nang hindi nakagagambala sa daloy. Hindi na ginagamitan ng panipi. 

6.2. Kung gaano kahaba ang orihinal, ganoon din dapat kahaba ang pagpapalit ng mga salitang ginamit. Hindi 
simpleng paghahanap ng kasingkahulugang salita ang pagbabago ng sinipi, dahil kung ganoon lang naman 
sipiin na nang tuwiran. 

7. Pagsasalin 

Dahil opisyal din na wika ng Pilipinas ang Ingles, hindi na kailangang isalin ang Ingles sa loob ng isang 
sulatin sa Filipino. Gayundin ang Filipino sa loob ng isang sulatin sa Ingles. 

7.1. Ngunit kapag isinalin mula sa wikang rehiyunal o iba pang wikang dayuhan, kailangang magpasya kung: a) 
isasalin ba ang pahayag sa Filipino at itatabi sa wikang orihinal, b) isasalin sa Filipino ngunit tatanggalin 
ang wikang orihinal, at c) hindi isasalin at pananatilihin ang wikang orihinal, kung gayon magiging 
tuwirang pagsipi (tingnan sa itaas). Maging konsistent lamang sa pagpapasya. 

7.2. Kapag isinalin, lagyan sa dulo ng sipi ng panaklong at sa loob ilagay ang “(aking salin).” Kung iba ang 
nagsalin sa nagsulat ng papel, ilagay sa talababa ang nagsalin o ang kaligiran ng pagkakasalin. 

7.3. Kapag napagpasyahang itabi sa orihinal, nauuna ang orihinal saka lamang sumusunod ang salin. 

8. Pagbubuod 

Ano ang pormat kapag pabuod? 

8.1. Nakapasok sa katawan nang hindi makagambala. Hindi na ginagamitan ng panipi. 

8.2. Sa dulo tin ng pagbubuod inilalagay ang bilang na superscript. 

9. Talababa, talahulihan, sangguniang nakapanaklong, talasanggunian 

Mas iminumungkahi ang talababa o sa hulihan, huwag ang parenthetical reference. 

9.1. Iminumungkahi ang paggamit ng talababa. Ano ang talababa? Ang tala sa ibaba ng pahina. Higit na 
madaling gamitin dahil maaaring makapaglagay ng komentaryo at ng maramihan at magkakaibang 
sanggunian kapag gumagamit ng talababa. Mas madali ring makita agad ng mambabasa. Binabanggit sa 
talababa kung saan maaaring matagpuan ang ginamit na sanggunian. Napatutunayan nito kung totoo 
nga ang sinasabi mo, at kung totoo nga ang pagkakaunawa mo sa binanggit mong awtoridad; at higit sa 
lahat, upang masubaybayan at mapasok din ng mambabasa ang argumentong pinasok mo. Kumbaga, 
ginagabayan mo ang mambabasa sa liko-liko ng pag-iisip na ginawa mo sa iyong argumento. 

9.2. Ginagamit lamang ang talahulihan (i.e. endnotes) kapag masyadong mahahaba ang gagawing tala na 
tumatawid na ng kung ilang pahina. 

9.3. Ginagamit lamang ang sangguniang nakapanaklong (i.e. parenthetical reference) para sa mga teknikal na 
sulatin. Kadalasan, ang APA Style ang gumagamit nito. 

9.4. Talasanggunian. Ang paglilista ng mga ginamit na sanggunian sa sulatin, maaaring nabanggit o hindi 
nabanggit sa talababa. Nagtataglay ang lahat ng sulatin ng Talasanggunian, maging Talababa, Talahulihan 
o Parenthetical Reference man ang ginamit sa katawan ng sulatin. 
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10. Paggawang talababa at talasanggunian 

10 . 1 . Mga pangunahing batis ng sanggunian ang mga libro, dyornal, magasin, pahayagan, mga opisyal na 
dokumento, at iba pang espesyalisadong sanggunian. 

10 . 2 . Anuman ang sanggunian, may tatlong bahagi ng talababa at talasanggunian: ang impormasyon sa may- 
akda, ang impormasyon sa pamagat; at, ang impormasyon sa pagkakalimbag, na tinatapos ng pahinang 
pinagsipiin ng partikular na mga linya. 

10 . 3 . Kaiba ang talababa dahil nakapaloob ito sa katawan ng teksto; samantala, nasa dulo ng sulatin ang 
talasanggunian. Tala ng sinipi ang talababa. Tala ng mga sanggunian ang talasanggunian. 

10 . 4 . Nakapaalpabeto ang talasanggunian kung kaya nauuna ang apelyido ng may-akda kaysa unang pangalan. 
Nilalagyan ng bilang ang talababa ayon sa pagkakasunod-sunod ng mga sipi. Nakapormat na superscript 
ang bilang sa katawan; hindi nakapormat na superscript ang bilang sa talababa. 

10 . 5 . “Indented” ang pormat ng talata ng talababa; samantala, “hanging” ang pormat ng talata ng 
talasanggunian. Gamitin ang indention sa kompyuter. Kadalasan 0.5 inches katulad ng tab indent sa talata. 

10 . 6 . May pagpapahina ang lahat ng entry sa talababa; walang pagpapahina sa mga libro sa listahan ng 
sanggunian. Kapag gumagamit ng pagpapahina, wala na ang dinaglat na “p.” at “pp.” Kuwit ang ginagamit 
na bantas kapag tumatalon ang mga pahina at hindi magkakasunod. Kung magkakasunod ang pahina, 
gitling ang ginagamit. Ngunit ginagamit ang “fig.”, map, plate, at iba pa kung iba ang pormat sa katawan ng 
sinisipi. 

10 . 7 . Nakalagay sa italiko ang lahat ng pamagat ng libro at lathalain. Nakalagay sa panipi ang mga pamagat ng 
artikulo. Maliban na lamang kung sumisipi sa mga banal na kasulatan, na hindi nakalagay sa italiko at 
hindi rin ginagamitan ng panipi. (e.g. Bibliya, Koran, Upanishad, Vedanta, atbp. Tingnan ang paggamit ng 
Malalaking Titik.) 

10 . 8 . Tinatapos ang lahat ng entry ng tuldok. 

11. Ang libro bilang sanggunian 

Ang May-akda at Pamagat. Kadalasan may mga karagdagang impormasyon ang sangkap ng may-akda. 
Minsan hindi lamang isa ang may-akda. Kung minsan ang may-akda ang patnugot, illustrator, translator, 
atbp. Minsan isang organisasyon ang may-akda. Sa pamagat naman, minsan may pangalawang pamagat, 
may tomo, may bilang, kabahagi ng isang serye, reprinted, at may kung ilang edisyon na. Sa mga ganitong 
pagkakataon, isinasama pati ang mga nasabing karagdagang impormasyon sa talababa. Paano malalaman 
kung alin ang isasama at alin ang hindi? Tingnan ang title page. Kung ano ang nasa title page sa ayos ng 
pamagat at may-akda, kailangang kasama sa talababa. Gamitin ang sumusunod na daglat o salin: 

ed. (pat.; patnugot) 
comp, (tinipon) 
trans. (isinalin) 
illustrator (dibuhista) 
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Kung nasa Filipino at walang daglat, o hindi alam ang daglat, isulat nang buo at nang hindi dinadaglat. 
Pinapayagan din ang pagdadaglat na ginagamit sa Ingles. 

11 . 1 . Kapag karaniwan ang pamagat, isinusulat nang malaki ang titik ng Simula ng pamagat, maliban sa mga 
particles. Kapag hindi karaniwan ang pamagat, ibig sabihin, may espesyal na pormat, sundin ang pormat. 

11 . 2 . Ang impormasyon ng pagkakalimbag. Binubuo ng tatlong sangkap ang pagkakalimbag: ang lugar ng 
pagkakalimbag, ang tagapaglimbag at petsa ng pagkakalimbag. Sa mga detalye ng pagkakalimbag, ang 
copyright page naman ang tinitingnan. Kadalasan nasa likod o kasunod ng coverpage ang copyright page. 
Unang dapat tandaan, iba ang tagapaglimbag sa tagapag-imprenta ng libro. Kadalasan ang tagapaglimbag, 
kasama ng may-akda, ang may-hawak sa karapatang-ari ng sanggunian. 

Ang lugar ng pagkakalimbag. Ang lugar kung saan matatagpuan ang pangunahing opisina ng 
tagapaglimbag. Kadalasan, nakalagay sa title page o copyright page. Kung maraming lugar na ibinigay ang 
tagapaglimbag, ang una sa listahan ang gamitin. Hal. Kung nakalagay na “Chicago and London,” gamitin 
ang Chicago. 

Inilalagay ang lugar ng tagapaglimbag upang maaaring matunton ng mambabasa ang libro kung saan 
inilimbag. Dahil dito, hindi akma ang paglalagay ng pangalan lamang ng bansa sa lugar ng pagkakalimbag. 
Masyadong malawak ang bansa upang matunton sa loob nito ang isang libro. Kailangang matiyak ang lugar 
kahit sa antas man lamang ng lungsod o lalawigan. Ngunit, hindi naman kailangang higit na maging tiyak 
pa sa antas ng lungsod at lalawigan. Kung hindi gaano pamilyar ang mambabasa sa siyudad o lalawigan ng 
pagkakalimbag, banggitin ang bansa nang nakadaglat ayon sa opisyal na pagdadaglat, kasunod ng siyudad o 
lalawigan na inihihiwalay ng kuwit. 

Sa tagapaglimbag, tanggalin na ang mga Inc., Co., Ltd., at iba pang katulad. Gamitin ang mismong pangalan 
lamang talaga. 

Halimbawa: 

Philippines (mali) 

Manila (tama) 

Metro Manila (tama) 

Quezon City (tama) 

Pagdating naman sa petsa, kung minsan maraming nakalistang taon sa copyright page. Gamitin ang petsa 
na tumutukoy sa pagkakalimbag ng mismong librong ginamit. Kung pang-ilang tomo na ang hawak mo, 
hindi ang pinakaunang tomo ang ilalagay na petsa kundi ang petsa ng pagkakalimbag ng tomong hawak mo. 

11 . 3 . Kapag isang kabuuan ang libro, ganito ang pormat ng tala: 

Tala (baba o dulo) 

1. May-akda, karagdagang impormasyon, Pamagat: Pumapangalawang pamagat, 
karagdagang impormasyon (Lugar ng pagkakalimbag: Tagapaglimbag, Taon ng 
pagkakalimbag), pahinang pinagsipian. 
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Mga dapat tandaan sa bantas: 

Nakalagay sa italiko ang pamagat kasabay ng pumapangalawang pamagat. Kadalasang pinaghihiwalay sila 
ng tutuldok kung walang bantas na naghihiwalay sa kanila sa coverpage ng libro. 

Kuwit ang naghihiwalay sa may-akda at pamagat, pati sa mga karagdagang impormasyon nila. 

Ngunit panaklong ang nahihiwalay sa pagkakalimbag sa pamagat. Sa loob ng panaklong, tutuldok ang 
naghihiwalay sa lugar sa tagapaglimbag, at kuwit ang naghihiwalay sa tagapaglimbag sa taon. Kuwit muli 
ang naghihiwalay ng nakapanaklong na pagkakalimbag sa pahinang pinagsipian. 

Tandaang hindi nakalagay sa superscript ang bilang, na nagpapahiwatig kung pang-ilan na ang sipi sa 
kabuuang bulto ng mga siping ginamit sa sulatin. Ngayon lamang binago ang ganitong patakaran sa 16th 
edition ng Chicago Manual of Style. Nagiging normal ang bilang kumpara sa mismong katawan ng papel. 
Sinusundan ang bilang ng tuldok. 

May indention din na kapareho ng indention ng normal na talata sa katawan ng papel. Gumamit ng pormal 
na font sa paggawa ng pormal na sulatin. Tanda ng pagiging pormal ng font ang pagkakaroon nito ng serif. 

Sanggunian 

May-akda, karagdagang impormasyon. Pamagat: Pumapangalawang pamagat. 
Karagdagang impormasyon. Lugar ng pagkakalimbag: Tagapaglimbag, Taon ng 
pagkakalimbag. 

Nakalagay sa italiko ang pamagat kasabay ng pumapangalawang pamagat. Kadalasang pinaghihiwalay sila 
ng tutuldok kung walang bantas na naghihiwalay sa kanila sa coverpage ng libro. 

Bantayan kung paano napalitan ang lahat ng kuwit sa tala, ng tuldok, maliban sa kuwit na naghihiwalay 
sa may-akda sa karagdagang impormasyon, at naghihiwalay sa tagapaglimbag sa taon ng pagkakalimbag. 
Inihihiwalay na ngayon ng tuldok ang lahat ng detalyeng may kinalaman sa may-akda sa pamagat. Tuldok 
din ang naghihiwalay sa pamagat, sa karagdagang impormasyon sa pamagat at pagkakalimbag. Isang 
entidad pa rin ang pagkakalimbag. Hindi nawawala ang tutuldok at ang kuwit. 

11 . 4 . Kapag hindi isang kabuuan ang libro, ganito ang pormat na gagamitin. Ano ang ibig sabihin ng “hindi isang 
kabuuan” ang isang libro? Kapag pinagsama-sama lamang na mga sanaysay at artikulo ang libro, at isa o 
dalawa lamang ang ginamit sa loob ng libro. Kung gayon, hindi tuloy-tuloy ang argumentasyon ng libro 
kundi paputol-putol. Kadalasan, isinusulat ng magkakaibang may-akda ang bawat artikulo. Walang iisang 
nagsulat ng libro at isang patnugot ang tumatayong may-akda ng libro. Sa mga ganitong kaso, ganito ang 
pormat: 

Tala (baba o dulo) 

1. May-akda ng artikulo, karagdagang impormasyon, “Pamagat ng artikulo,’’ sa Pamagat 
ng libro: Pumapangalawang pamagat, tumatayong may-akda ng libro, karagdagang 
impormasyon (Lugar ng pagkakalimbag: Tagapaglimbag, Taon ng pagkakalimbag), 
pahinang pinagsipian. 

Bantayan na ang may-akda ng artikulong sinipi at hindi ng buong libro ang inuuna. Nakapaloob sa panipi 
ang pamagat ng artikulo at hindi nakalagay sa italiko. May kuwit sa loob ng panapos na panaklong bago 
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ang “sa” (i.e. “in”) saka ang pamagat ng libro kung saan kinuha ang artikulo. Ibig sabihin, matatagpuan ang 
artikulo sa loob ng libro. Ang pamagat ng libro ang nakalagay sa italiko. Nakasunod lamang bilang nasa 
unahan ng karagdagang impormasyon ang may-akda ng libro. Inihihiwalay ang may-akda sa pamagat ng 
libro at sa karagdadagang impormasyon ng kuwit. Hindi nagsisimula sa malaking titik ang anumang salita 
na hindi pangngalan sa karagdagang impormasyon at tumatayong may-akda. Katulad na ng pagsangguni sa 
buong libro ang iba pang detalye. 

Sanggunian 

May-akda ng artikulo, karagdagang impormasyon. “Pamagat ng artikulo.” Sa Pamagat ng 
libro: Pumapangalawang pamagat. Tumatayong may-akda. Karagdagang impormasyon. 
Lugar ng pagkakalimbag: Tagapaglimbag, Taon ng pagkakalimbag. 

Bantayan kung paano napalitan lahat ng tuldok ang naghihiwalay sa mga detalye ng may-akda, pamagat 
ng artikulo, mga detalye ng pamagat ng libro, may-akda ng libro, karagdagang impormasyon tungkol sa 
libro, at detalye ng pagkakalimbag. Dahil napapalitan ng tuldok, nagiging malaking titik ang “Sa” at ang 
mga unang salita sa impormasyon tungkol sa may-akda ng libro at karagdagang impormasyon kahit hindi 
pangngalang pantangi. Hindi inilalagay ang kabuuang pahina ng kabuuang artikulo. 

Tandaan na kung maraming artikulo ang ginamit sa loob ng iisang libro na hindi isang kabuuan, ilalagay sa 
sanggunian nang paisa-isa ang lahat ng artikulo na parang magkakahiwalay. Ngunit nasa pagtatantiya ng 
nagsusulat kung sapat na ba ang bilang ng mga artikulong ginamit sa buong libro, upang masabing parang 
ang buong libro na rin ang kaniyang sinangguni. Sa ganitong mga pagtataya, gawin ang buong libro bilang 
sanggunian at hindi ang mga indibidwal na artikulo. 

11 . 5 . Mga espisipikong halimbawa ng pagpormat ng libro: 

Single author 
Multiple author 

Editor, compiler, translator as author 

Institution as author 

No author 

Book in a series 

Book in a multi-volume work 

12. Mga lathalain: dyornal, magasin, pahayagan 

12 . 1 . Kaibahan ng dyomal, magasin at pahayagan. Naiiba ang dyornal at magasin sa pahayagan sa pamamagitan ng 
dalas ng kanilang pagkakalimbag. Arawan kung ilimbag ang pahayagan. Kaya minsan tinatawag na “dailies.” 
Samantala, madalang kung ilimbag ang dyornal at magasin. Madalas, minsanan, dalawahan, tatluhan o 
apatan bawat taon. Sa kabilang banda, naiiba ang dyornal sa magasin sa kanilang nilalaman. May matatawag 
na kaisahan ang mga napagsama-samang artikulo sa loob ng dyornal. Samantala, iba-iba ang tunguhin at 
pakay ng pagkakasulat ng mga napasama sa magasin. Kadalasan din may mga seksiyon ang magasin na 
hindi magkakaugnay sa isa’t isa maliban na lamang sa pagkakasama-sama sa kanila sa iisang lathalain. Sa 
ganitong paraan, masasabing mas malapit ang magasin sa pahayagan kung nilalaman ang pag-uusapan. Hindi 
nga lamang arawan ang magasin kumpara sa pahayagan. Kung hindi makapagpasya kung dyornal nga ba o 
magasin, gamitin ang pormat ng dyornal kung may mahanap na bilang ng tomo. Kung wala, ituring na magasin. 
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12 . 2 . Sa dyornal, magasin at pahayagan, hindi na gaanong mahalaga ang pagkonsulta sa coverpage at copyright 
page kumpara sa halaga nito sa libro. Kung may titingnan man sa coverpage, ito ang iba pang detalyeng 
dapat isama sa pamagat. Nasa coverpage din kadalasan ang tomo at isyu. Kadalasan may patnugot, ngunit 
hindi na isinasama. Maliban na lamang kung hindi pangkaraniwan ang isyu. Sa ganitong pagkakataon, 
sinusunod ang pormat ng “in” ng libro. Ngunit ang pormat ng pagkakalimbag, pareho pa rin sa dyornal. Sa 
mga ganitong pagkakataon ang mismong pangalan ng dyornal, magasin at pahayagan ang nagbibigay ng 
awtoridad sa lathalain. Kung kaya halimbawa, mahalagang mailista ang isang dyornal sa ISI o Scopus. Ito 
rin ang dahilan kung kaya hindi na inilalagay ang tagapaglimbag at lugar dahil madali na agad mahanap 
sa pagkakabilang sa ISI o Scopus. Sa dyornal, magasin at pahayagan, nakatuon na lamang sa mismong 
artikulo ang pag-aayos ng mga tala. 

12 . 3 . Ganito ang pormat sa dyornal. 

Tala (baba o dulo) 

1. May-akda ng artikulo, “Pamagat ng Artikulo,” Pamagat ng Dyornal: Pumapangalawang 
Pamagat 00, Bing. 00 (Buwan at Taon ng Pagkakalimbag): pahinang pinagsipian. 

Kuwit ang naghihiwalay sa may-akda ng artikulo, pamagat ng artikulo, at dyornal. Tandaan na hindi 
gumagamit ng “sa” sa dyornal. Kasunod ng pamagat ng dyornal ang bilang ng tomo na inihihiwalay ng 
kuwit sa bilang ng isyu kung mayroon man. Kung walang bilang ng isyu, sapat na ang bilang ng tomo. Arabe 
ang pagkakasulat ng bilang. Hindi nakalagay sa italiko ang bilang ng tomo at isyu. Dahil madalas buwanan 
inililimbag ang dyornal, isinasama pati ang buwan sa taon ng pagkakalimbag sa loob ng panaklong. Wala na 
ang lugar at tagapaglimbag. Kapalit ng kuwit, tutuldok ang naghihiwalay ng detalye ng pagkakalimbag sa 
pahinang pinagsipian. 

Sanggunian 

May-akda ng artikulo. “Pamagat ng Artikulo.” Pamagat ng Dyornal: Pumapangalawang 
Pamagat 00, Bing. 00 (Buwan at Taon ng Pagkakalimbag): mga pahina ng buong artikulo. 

Wala gaanong nagbago maliban sa naging tuldok na ang kuwit sa pagitan ng may-akda, pamagat ng 
artikulo, at pamagat ng dyornal. Hindi katulad ng libro, inilalagay na sa sanggunian ang mga pahina ng 
buong artikulo ng dyornal. 

Sa kabilang banda, kung ang buong dyornal ang ginamit na sanggunian, matatanggal ang lahat ng detalye 
na pumapatungkol sa artikulo. Magiging ganito ang pormat. 

Pamagat ng Dyornal: Pumapangalawang Pamagat 00, Bing. 00 (Buwan at Taon ng 
Pagkakalimbag): 00-00. 

Naglalagay lamang ng mga pahina sa ganitong kaso kung tuloy-tuloy ang pagpapahina ng ginamit na 
dyornal sa kabuuang tomo. Sa ganitong mga kaso, tuloy-tuloy ang pagpapahina mula isyu bilang isa 
hanggang sa pagtatapos ng tomo. Nagiging mahalaga sa ganitong pagkakataon na ilagay ang tiyak na pahina 
ng isyu ng partikular na tomo ng dyornal na ginamit. Ngunit kung hindi naman tuloy-tuloy, sapat nang 
tapusin ang entry ng tuldok pagkatapos ng panapos na panaklong. 
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12 . 4 . Ganito ang pormat sa magasin. 


Tala (baba o dulo) 

1. May-akda ng artikulo, “Pamagat ng artikulo,” Pamagat ng Magasin 00 No. 00, Araw 
Buwan at Taon ng pagkakalimbag, pahina ng pinagsipian. 

Katulad ng dyornal, kuwit ang naghihiwalay sa may-akda ng artikulo, pamagat ng artikulo, at magasin. 
Tandaan na hindi tin gumagamit ng “sa” sa magasin. Kasunod ng pamagat ng magasin ang bilang ng 
tomo na inihihiwalay ng kuwit sa bilang ng isyu kung mayroon man. Kung walang bilang ng isyu, sapat na 
ang bilang ng tomo. Arabe ang pagkakasulat ng bilang. Hindi nakalagay sa italiko ang bilang ng tomo at 
isyu. Kaiba sa dyornal, isinasama sa petsa ng pagkakalimbag pati ang araw kasama ng buwan at taon. Sa 
ganitong paraan, masasabing higit na nalalapit ang magasin sa pahayagan. Ngunit kung walang ibinigay 
na araw ng pagkakalimbag, sapat na ang buwan at taon. Ang pormat na “araw-nakabaybay na buwan- 
taon” ang ginagamit upang maiwasan ang paggamit ng karagdagang kuwit kung “buwan-araw-taon” ang 
gagamitin. Hindi inilalagay sa loob ng panaklong ang pagkakalimbag. Inihihiwalay na lamang sa pamagat 
ng isang kuwit, at isa pang kuwit sa pahina ng pinagsipian. 

Sanggunian 

May-akda ng artikulo. “Pamagat ng artikulo.” Pamagat ng Magasin 00 No. 00, Araw 
Buwan at Taon ng pagkakalimbag, mga pahina ng buong artikulo. 

Wala gaanong nagbago maliban sa naging tuldok na ang kuwit sa pagitan ng may-akda, pamagat ng 
artikulo, at pamagat ng magasin. Katulad ng dyornal, inilalagay na sa sanggunian ang mga pahina ng buong 
artikulo ng magasin. 

Hindi katulad ng dyornal, bihirang mangyari na magamit ang kabuuan ng magasin bilang sanggunian dahil 
wala ngang kaisahan ang pagkakaugnay-ugnay ng mga seksiyon at artikulo sa loob ng magasin. 

12.5 Ganito ang pormat sa pahayagan. 

Tala (baba o dulo) 

1. May-akda ng artikulo, "Pamagat ng artikulo,” Pamagat ng Pahayagan (Sirkulasyon ng 
pahayagan), Araw Buwan at Taon ng pagkakalathala, pahina ng pinagsipian. 

Katulad ng dyornal at magasin, kuwit ang naghihiwalay sa may-akda ng artikulo, pamagat ng artikulo 
at pangalan ng pahayagan. Ngunit hindi katulad ng dyornal at magasin, hindi na inilalagay ang tomo at 
bilang ng isyu. Dahil arawan ang pagkakalathala, sapat na ang petsa ng pagkakalathala upang mahanap ang 
sinangguning pahayagan. Muling gagamit sa pahayagan ng panaklong na nawala sa magasin. Ngunit hindi 
ang lugar ng pagkakalathala ang inilalagay sa loob ng panaklong kundi ang saklaw ng sirkulasyon. Kung 
sa buong bansa ang sirkulasyon, gamitin ang kabisera ng bansa. Sa kaso ng Pilipinas, ang Maynila. Kung 
rehiyunal ang sirkulasyon, gamitin ang pinakasentro ng rehiyon. Sa kaso ng Cebu Daily Star, Cebu. Katulad 
ng magasin, inilalagay din ang araw, buwan at taon ng pagkakalathala sa pormat na “araw-nakabaybay na 
buwan-taon.” Inihihiwalay ng kuwit ang petsa sa pahina ng pinagsipian. 
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Sanggunian 

Hindi inilalagay sa sanggunian ang pahayagan. Dahil nga arawan, hindi mapagkakatiwalaan ang mga 
impormasyong nasipi bilang balita sa pahayagan. Dahil maaaring ang balita ngayong araw, iba na 
kinabukasan. Napakadaling magbago ng datos na inilalathala sa pahayagan, kaya hindi kinikilala pagdating 
sa talasanggunian. 

12.6. Iba pang sanggunian 

Mga Panayam, mga pormal na panayam (sa tala lang, wala sa sanggunian). Pero kung usapan lang, sulat, 
email, text message, binabanggit lamang sa mismong katawan. 

Hindi nakalimbag 

May pahintulot dapat ang manunulat upang gamitin ang impormasyong nakuha sa isang panayam. Ganito 
ang pormat: 

Pangalan ng kinakapanayam (impormasyon tungkol sa kaniya), sa pakikipanayam ni 
Pangalan ng kumakapanayam, Petsa, lahat ng iba pang detalye kung may transcript, saan 
matatagpuan. (Lahat ng iba pang detalye, ihinihiwalay ng kuwit.) 

Kung ayaw magpakilala, ilagay lang ang maikling paglalarawan. Ganito ang pormat: 

Panayam sa (maikling paglalakarawan), petsa. 

Nakalimbag 

Pangalan ng kinapanayam. "Pamagat ng Panayam: Panayam kay Pangalan-ng- 
Kinapanayam,” ni Pangalan-ng-Tagapanayam. 

Kasunod na nito ang karaniwang pormat ng libro o lathalain kung saan nalimbag ang panayam. 

Kasama sa iba pang detalye kung may transcript ba. Ilagay ang “transcript” pagkatapos ng petsa, saka ang 
lugar kung saan maaaring mahanap ang transcript. 

Kapag panayam sa telebisyon o radyo. Nakalagay sa italiko ang pangalan ng programa, sinusundan ng 
kuwit bago ang pangalan ng tagapanayam. Kuwit ulit ang ginagamit bago ang pangalan ng estasyon ng 
telebisyon o radyo. Kuwit ulit saka petsa na binaybay na “buwan-araw-taon.” May kuwit sa pagitan ng araw 
attaon. 

Kapag online, palitan ang pangalan ng programa ng pangalan ng domain na nagsisimula sa www. (.com, 

.org, .edu, atbp.), na sinusundan ng petsa, saka ng buong URL o DOI. 

Kapag Podcast audio, may nakalagay lang na “podcast audio” sa pagitan ng programa o url main address, 
saka sunod ang date, na sinusundan ng buong URL. Pinaghihiwalay ang lahat ng impormasyon ng kuwit. 

Thesis dissertation 

Parang libro ang pormat. 

Tala: 

Pangalan, “Pamagat ng Tesis o Disertasyon” (Master’s Thesis, Paaralan, Taon), pahina. 
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Sanggunian: 

Pangalan. ‘‘Pamagat ng tesis.” PhD diss., Paaralan, Taon. 

Lectures, meeting papers, mga kauri 

Pangalan, "Pamagat” (Lecture, Lugar ng lecture, Petsa). 

Pangalan. "Pamagat.” Lecture at place, Petsa. 

Pangalan, "Pamagat” (paper presentation, lugar ng paper presentation, petsa). 

Pangalan. "Pamagat.” Paper presented at the title of conference, place, and petsa. 

Encyclopedia and Dictionaries 

Tala: 

Name of encyclopedia or dictionary, additional info, (kung electronic source CD-ROM), s.v. 
“word,” accessed date kung online. 

Sanggunian: 

Ang buong encyclopedia o libro nang nakapormat na katulad ng karaniwang libro. Kung walang editor, 
diretso sa pamagat ng encyclopedia. 

Bible at Koran 

(Walang sanggunian; tala lamang). 

Thess. 4:11. (Version kung meron man) 

12.7. Legal documents 

Higit na maganda kung ang mga nakalimbag na dokumento ang gagawing sanggunian, at hindi ang mga 
inilalabas online. Kailangan ding isaad kung commercial na database. (Mga halimbawa nito: mga law firms 
na may on-line website at publications.) 

Kung pangalawang source o freestanding publication din lamang ang gagamitin at hindi primary source, 
gamitin ang pormat para sa mga libro at lathalain sa ganitong pamamaraan. Halimbawa ng mga secondary 
sources ang inililimbag ng Rex Bookstore na SCRA. 

Pamagat, patnugot o may-akda (tagapaglimbag). 

12 . 8 . Para sa primary sources ng mga legal na dokumento sa Pilipinas, ganito ang mga daglat: 

Philippine Report (Phil.) (all decisions) 

Official Gazette (O.G.) (selective); dito rin ang legislative documents 
Supreme Court Report Annotated (SCRA) 

Supreme Court Advance Decisions (SCAD) 

Court of Appeals Report (C.A. Rep.) 

Supreme Court Unpublished Decisions, mula 1946-1952 

For unpublished decisions before the war, Office of the Reporter of the Supreme Court. 

Kaya mayroon nang Supreme Court E -library, Project COMPUSDEC. 
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Sources ng Legislative bills and resolutions: 

Text of Congressional Record (verbatim with remarks proceedings of House) 

Text of House Journals (official session proceedings, 2001-2004; 2013 to present) 
Text of Republic Acts 1987-1992, 

House Bills and resolutions 
House rules 

Committee daily bulletin 
Session bulletin 


Pagkakasunod-sunod ng mga courts: 


Review Courts: 
Trial Courts: 


Special Courts: 


Supreme Court, Court of Appeals 

Regional Trial Court 
(Provincial Regional Trial Court; 

Metro Manila RegionalTrial Court) 
Metropolitan Trial Court 
Municipal Trial Court 
Municipal Circuit Trial Court 

Court of Tax Appeals 
Sandiganbayan 
Shari’a Circuit Court 
Shari’a District Court 


12.9. Case and court decisions. 

Ang mga susunod na datos ang dapat bantayan. Una, ang pamagat ng kaso. Ginagamit ang “v” na hindi 
nakalagay sa italiko, maliban kung nasa short form. 

Ikalawa, Ang tomo kung saan nakalimbag, ang daglat ng tagapag-ulat ng desisyon (tagapaglimbag), 
nakalagay din kung pang-ilan ang tagapag-ulat (kung mayroon man). Hindi ginagamit ang 2nd o 3rd, kundi 
2d o 3d. Walang espasyo sa pagitan ng daglat at ng bilang kung pang-ilan kung isang titik lang ang daglat; 
kung higit pa sa dalawa ang titik, maglagay ng espasyo sa pagitan ng daglat at ordinal na bilang. Tandaan na 
para sa daglat lang at hindi para sa mga inisyal. Kung inisyal, walang espasyo. 

Ikatlo, ang pahina kung saan matatagpuan ang unang pahina ng desisyon. Kung may ibang pahinang 
sinisipi, isinusunod dito nang inihihiwalay ng kuwit. Sa short form ginagamitan ng “sa” pagkatapos ng 
daglat ng tagapag-ulat. Tinatanggal na ang court. 

Ikaapat, ang pangalan ng court kung saan naganap ang pagdinig sa kaso at taon. Nakalagay sa panaklong 
pagkatapos ng pahina. 

Halimbawa: 

Unang banggit: 

16. United States v. Christmas, 222 SCRA2d 141 (4th Cir. 2000). 
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Mga susunod nabanggit. 

Christmas, 222 SCRA2d at 142. 

12.10. Constitutions 

Nakasulat sa malaking titik; ang iba pang daglat nasa maliit na titik. Ginagamitan ng Romano ang artikulo 
o amendment; ang iba pa, Arabe na. 

Konstitusyon ng Pilipinas 1987, Art. IV, Sek. 5 

12.14. Legislative and executive documents 

Cong. (Congress); H. (House); S. (Senate) 

Pub. L. No. ... = para sa batas 

H.R. = bills originating from the House of Representatives 

H.R. Res. = resolutions originating from House of Representatives 

S. = bills originating from Senate 

S. Res. = resolutions originating from Senate 

Kapareho ng pormat ng case and court decisions. 

Una, pamagat ng batas o dokumento kasunod nito nang inihihiwalay ng kuwit, ang bilang ng nasabing 
batas o dokumento. 

Ikalawa, tomo ng tagapag-ulat, saan nakaulat. 

Ikatlo, taon ng pagkakaulat na nasa loob ng panaklong. 

Ikaapat, kung may sisipiing pahina at hindi ang buong batas, ilagay bago ang nakapanaklong na taon. Hindi 
inihihiwalay ng kuwit sa daglat ng tagapag-ulat. 

Halimbawa: 

Homeland Security Act of 2002, Pub. L. No. 107-296, 116 Stat. 2135 (2002). 

12.11. Bills and resolutions 

Una, pamagat ng bill o resolution 

Ikalawa, saan nagmula at kung pang ilang bata 

Ikatlo, pang- ilang kongreso o session, section number kung meron 

Ikaapat, taon ng pagkalimbag 

Homeland Security Act of 2002, H.R. 5005, 107th Cong. (2002). 

12.12. Hearings 

Una, ano ang pamagat ng bill o resolution kung saan naganap ang hearing: pagkatapos “Hearings on H.R. 
5005.” Parang secondary title. 
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Ikalawa, pang-ilang kongreso o session, section number kung mayroon. 

Ikatlo, nakapanaklong na paglalarawan kung sino ang nagbigay ng pahayag, at ano ang katungkulan. 
Pagkatapos ng panaklong ang tuldok. 

12.13. Congressional reports and documents 

Una, sino ang gumawa ng ulat, anong komite? 

Ikalawa, anong batas o resolusyon ang kasangkot? 

Ikatlo, H.R. Rep. ba o S. Rep?; H.R. Doc. o S. Doc.? Anong number? 

Ikaapat, pahina 

Ikalima, taon ng pagkakalimbag na nakapanaklong 

Short form, nawawala ang una at ikalawa. Naiiwan ang ikatlo, ang pahina ay pinangungunahan ng “sa” 
saka ang taon ulit. May kuwit bago ang “sa.” 

12 . 14 . Paano kung online published at wala nang iba? Pareho din lamang, pero sa dulo ilagay ang URL o DOI. 

12.15. Mga sangguniang elektroniko 
Microform 

kung microform na lang ang natitira, pero kung may published version pa naman at nandoon lang ang 
microform bilang pagpreserba ng nakalimbag na materyal, ituring na hindi microform. 

Ilagay kung microform, CD-ROM, bago ang pahina. 

Kindle, e-books 

Kung kinonsulta ang libro, lathalain at iba pang sanggunian sa anyong elektroniko, ibigay ang detalye ng 
bersiyong elektroniko lalong-lalo na kung malaki ang posibilidad na magkaiba ang nakalimbag na bersiyon 
sa elektroniko. 

Inilalagay kung kindle edition, pdf e-book, microsoft reader e-book pagkatapos ng kuwit pagkatapos 
panapos na panaklong, bago ang pahina. Sa sanggunian inilalagay pagkatapos ng tuldok ng entry. 

Kapag walang stable na pagpapahina, (walang stable dahil nagbabago minsan depende sa laki ng font ang 
ginamit ng mambabasa) ang paglalagay kung saang bahagi nabasa, saang kabanata, saang bahagi, sapat na. 

Sa “Conclusion.” 

Sa “Ikatlong Bahagi.” 

Online sources 

Kung online lang talaga, ilagay ang URL o ang DOI kapalit ng pahina. Kung may pahina, unahin ang pahina, 
saka ilagay ang URL at DOI. Kapag masyadong mahaba, paano puputulin? Sa sanggunian, pagkatapos ng 
tuldok ng petsa o ng pahina para sa lathalain. 

Ganito rin ang kaso para sa mga lathalain. 

Sa pagitan ng DOI (doi:address address) at URL (http://www.address), higit na mapagkakatiwalaan ang 
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DOI. Itinuturo ng DOI ang lugar na mapagkukunan ng impormasyon anumang pormat ang ginagamit, 
mapa-PDF man o HTML. 


HTML ang URL. Kapag URL, gamitin ang browser’s address bar kapagtinitingnan ang artikulo (o abstrak 
nito) maliban na lamang kung may mas maikli at mapagkakatiwalaang address ang ibinibigay kasabay ng 
artikulong elektroniko. 

Hindi na kadalasan naglalagay ng access dates. (Maliban na lamang kung hinihingi ng disiplina o 
tagapaglimbag). Ngunit sa pangkaraniwan, wala na. 

Kapag paulit-ulit, huwag nang ilagay na ulit ang URL at DOI, unang labas lang sa talababa. 

Websites and blogs 

Tinutukoy dito ang koleksiyon ng mga dokumento na tinipon ng isang indibidwal o organisasyon sa isang 
partikular na lugar sa world wide web. Minsan kasi matatagpuan din ang parehong dokumento sa ibang 
lugar sa www. Sa ganitong kaso, ituring na online source ang sanggunian ng nasabing dokumento. Sa 
kasalukuyang kaso, ituring ang main page bilang pamagat ng libro o lathalain, ang mga subdocuments 
bilang artikulo. 

Blog entry 

Unahin ang pangalan ng website na nakalagay sa italiko, pagkatapos tuldok-kuwit, pagkatapos ang “blog 
entry” na nakapaloob sa panipi, blog entry ni Pangalan, petsa (Buwan, Araw, Taon). 

Halimbawa: 

Pangalan ng website, accessed Petsa (Buwan, Araw, Taon), 


URL. 

Halimbawa: 

Facebook page, accessed...., http:// 

“Styleguide,” Wikipedia, accessed ..., http.:// 

12 . 16 . Kung may kulang sa mga detalye. 

Di-kilalang may-akda. 

Kung walang nakasaad na may-akda sa libro, ngunit matitiyak naman ng nagsusulat kung sino ang may- 
akda, ilagay ang pangalan sa loob ng panaklong, na sinusundan ng kuwit na naghihiwalay sa detalye ng 
may-akda sa detalye ng pamagat ng artikulo o libro. 

Kung walang nakasaad na may-akda sa libro at hindi rin matiyak ng nagsusulat kung sino ang tunay 
na may-akda, tanggalin ang espasyong nakalaan para sa detalye ng may-akda at tumalon na kaagad sa 
impormasyon tungkol sa pamagat. 

Ngunit sakaling marami ang walang may-akda, pagdating sa sanggunian, gamitin ang Anonimo upang 
mapagpangkat-pangkat ang mga librong walang kilalang may-akda. Hindi nangangahulugang iisa lamang 
ang nagsulat sa kanila. 
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Alyas o sag'isag'-panulat ng may-akda. 

Kung alyas lamang ang alam sa may-akda, ilagay sa loob ng panaklong ang impormasyon ng pagiging alyas 
ng inilagay na pangalan ng may-akda. Ngunit kung alam naman ng nagsusulat kung ano ang tunay na 
pangalan ng may-alyas, ilagay ang tunay na pangalan sa panaklong, sa halip na ang salitang “alyas.” 

Kung walang nakalimbag na lugar ng pagkakalimbag at tagapaglimbag, isulat sa loob ng panaklong 
ang “w.l.” (walang lathalaan) at sundan ng kuwit at taon ng pagkakalathala. Kung walang petsa ng 
pagkakalathala, isulat ang “w.p.” (walang petsa). 

Tinatanggal ang anumang impormasyong patungkol sa tinapos at kasapian ng sinuman kahit nakalagay sa 
title page. 

Kapag mga santo o monarka, huwag ilalagay ang mga titulo. 

Kapagnais isalin angwikang dayuhan sa Filipino, nakapaloob sa panaklaw ngunit hindi italiko. 

12 . 17 . Mga pagpapaikli sa talababa at talasanggunin 

Paggamit ng 3-em dash ( — ) kapag paulit-ulit na ang pangalan ng may-akda, kabilang na dito ang Anonimo. 
Kapag paulit-ulit, huwag nang ilagay na ulit ang URL at DOI, unang labas lang sa talababa. 
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